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Get Away from Tt All 


THIS MONTH FINDS US IN THE MIDST business, for vacations themselves ar: 
of the vacation season, and tired busi- big business to many people. Hugs 
nessmen all over the country are display ads in newspapers and maga 
dragging themselves away from their zines are clamoring for vacationers to 
desks to enjoy a couple of weeks of fly to Florida, to Europe, to Hawaii 
fishing, sightseeing, or just resting to take a train excursion to the West 
A popular vacation spot is the Rocky to drive through New England, and 
Mountain National Park in Colo- so on. While on the subject of travel! 
rado. Our cover shows a view of the we should call attention to the final 
park, with Dream Lake in the fore- article in the executive shortage s« 

ground and Hallecks Peak in the dis- ries next month. This series took 
tance. Even during vacation time we Editor Whitmore from the East to 
cannot get away entirely from big the West coast and back to Chicago 
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a book of sound 
FF information on 
Purchasing Forms! 
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Uarco's Encyclopedia 
of Business Forms 
for Purchasing 


If you saw this book in a store, 


you'd buy it—it's that worth- 
while 

There's no advertising in its 
informa- 


48 pages; just sound 


tion. The shirt-sleeve kind you 
want to have about Purchasing 
Forms 

Uarco has analyzed the eight 
basic Purchasing Forms Pur- 
chase Requisition, Request tor 
Quotation, Purchase Order, etc., 
each: what the 


and listed tor 


torm is, Ww hy ws used, w“ here it 
distribution of 


and 


originates, 
copies, details of design 
backed up each with page-size 
illustrations of the form. 

If you have a question about 
Purchasing Forms, any question, 
you just have to turn to the right 
page to get the answer! 
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Uarco Offers You This 
important Book Free 


Pin this coupon to your letterhead 
and mail for your free copy 
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Second-Hand Smoke 


1 the May issue, while 


ining much truth, seems to re 
il that you ; weil, are wearing 
believe it commendable of the 


1ilroads to-have in 


mind those of 
smokers. If 
i railroad trip, tl are compelled 
with others 


*njoy 


public who are not 


share the same space 


should not be torced to ‘ 
moke of their neigh 
propel the 


of what they 


aiways 


iry when one 
ered It is not 
erience if the 
enjoyed his garlic 
in assure you it 
than being sub 
a second-hand 
varp, The Silent 


} V.Y 


i nonsmoker 
should feel 
i stench in an 
railway ar 
the railways 
were a small 
th them, b 
Vidual would 
Simi 





smokers for dropping ashes, butts, 
matches, and wrappings on floors and 
furniture instead of using receptacles 
provided for the Most of 
them, I know, don't live in pigpens, so 
why do they do it?—-R. Bruce TaYLor 
erecutive vice president, General Steel 


Ltd., To 


purpose 


onto, Ont., Canada 
seuce & Mr. Howarp: Our ears 
y pinned back. Maybe we are 
Perhaps the railroads are 
right than we imagined. But 
seem so many more people 
enjoy smoking than do not, that it 
is somewhat less than realistic to bar 
the smokers from the most attractive 
and most comfortable part of the 
train. We agree, gentlemen, 100 per 
that smoking is a nuisance, a 
silly and extravagant habit, probably 
a waste of money, time, and is dan- 
gerous to boot. But, hang it all, no- 
told us about these disadvan- 
tages at the tender and silly age when 
embraced the habit. Thank 
you both for expressing your ideas so 
We must 
favor- 


wrong 
more 


it does 


cent, 


body 


we first 


vigorously and convincingly 
stop now just ran out of our 
ite brand 


Take Off the Blinders 


To the Editor 

Not for a long time have I read an 
that I enjoyed as much as 
Management Blindevs 

Just where management may be 
hiding these days is quite a secret 
We, in our business, must have those 
on which we make bad impressions 


article 


yours on 
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largely through correspondence. Un 
doubtedly our salesmen lose business 
by not being properly informed ot 
properly directed by some segment of 
management 

The trouble with a situation of this 
kind, probably, is that the transgres 
sors the management group do not 
know it. Those who do know it ar 
either too good friends to tell them 
or afraid to do so because of loss of 
a job, or, do like you have done in 
some of your excursions. go across 
the street and try to do better 

You have made another fine con- 
tribution to those who might be con- 
sidered in the thinking group of the 
executive field. L. D. RAMSEY. vice 
president and controller SUN 
Men's Assurance Company of Ame 


wa, Kansas City, Mo 


Use Tinted Paper? 


To the Editor 

I have just read with interest the 
article appearing in the April 1952 
issue of AMERICAN BUSINESS. Regret- 
fully, but necessarily, I am going to 
take issue with item 28, and particu- 
larly that portion thereof dealing 
with tinted paper 

The use of tinted paper, as such, has 
been proven over and over again to 
be solely a sales approach by a paper 
company rather than something that 
will be easy on the eyes 

Investigations by the United States 
Bureau of Standards and by lighting 
and sighting experts throughout the 
country come up with one inescapable 
conclusion, and that is that legibility 
is the result of contrast and, there- 
fore, a perfect 100 per cent black on 
a perfect 100 per cent white would 
give the greatest contrast therefore 
the greatest legibility. Sufficient light 
should, at all times, be used in order 
to reflect contrast and legibility 

From the foregoing, it is obvious 
that anything other than a perfect 
black and white combination reduces 
the contrast and legibility of a form 
and, therefore, the use of tinted paper 
which is far off of the commercial 
white, would downgrade that contrast 
and legibility exceedingly 

I would also like to take issue with 
your reference to continuous snap-out 
forms with side margins. Experience 
proves that it is extremely difficult 
if not impossible, to satisfactorily ust 
such forms in a typewriter and main 
tain satisfactory registration and 
alignment. You can prove this by in- 
serting a multiple copy snap-out form 
in a typewriter, turning it around the 
platen and then noticing the effect on 
the several parts of the form.—JoHN 
K. Worra.i, regional sales manager 
Sunset-McKee Business Forms, Oak- 
land 6, Calif 

Mr. Worratt: There's another 
school of thought that maintains too 
much contrast causes the eve to dart 
back and forth between the white and 
black in much the same fashion as it 
would when reading by a spot of light 
in an otherwise darkened room 
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Do you have a record jam on your hands? 


Get measured up for greater filing space in the same area, NOW! 


How mvucu does your current floor space for rec- 
ord storage cost per square foot? 

Regardless of the figure, you can greatly reduce 
it with Safe-T-Stak Steel Storage files. 

Thousands of users report 30-40 and even 50% 
more filing space when they switched to Safe-T- 
Stak. And, Safe-T-Stak is inexpensive, yet quality 
built for a life-time of service. Take advantage of 


a trained Diebold specialist’s survey of your rec- 
ord storage area—there’s no obligation. He will 
show you how to get the most out of your filing 
space. 

{nd, he'll help you in planning a record de- 
struction program for greater efficiency in record 
storage. 

Mail the coupon below today for all of the facts. 


serving business for over 94 years 


Safe-T-Stak steel storage files available for all record sizes. 


Let a Diebold Survey show 
you how 35% of your inactive 
records can be destroyed! 


record handling systems 
2003 Mulberry RWd., S.E., 
Canton 2, Ohio 


Diebold 


1 want complete details on Safe-T-Stok and ao survey of my 


storage area without obligation 
NAME 
COMPANY 


ADORESS 


Foctory branches ond deolels in all principol cities 


and visible filing equipment © safes, chests and vault doors © bank vault equipment © burglar alarms 
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President Gustav Metzman of 
New York Central System is hard 
at work revitalizing the railroad 
with one new idea after another 
Most recent example—a_ special 
train from New York to Albany for 
the road's stockholders’ use when 
attending the annual meeting 
Aboard this train is a Question Car, 
manned by top personnel, including 
Mr. Metzman, to answer 
holders’ questions. The idea was 
that many stockholders might like 
a personal discussion of problems 
confronting the road, but would 
hesitate to get up in the big meet- 
ing to start a discussion. Same idea 
could be used at any stockholder 
meeting by setting up a Question 
t00m where stockholders could 
meet and discuss company problems 
with top-management teams 


stock 


Adrian D. Joyce, the man who led 
the building of The Glidden Com- 
pany from a small varnish company 
to one of the biggest units in the 
paint, finishing materials, and food 
industries, declares that 
ment meddling with the soya-bean 
industry has led to the closing of 
processing plants by three of the 
largest producers. Receipts from 
processing a bushel of soya beans 
are $2.64, without any profit for the 
processor. But a bushel of 
beans, due to Government meddling 
costs the processor $3 today. Gov 
ernment “experts” urged farmers to 
hold their beans for a higher price 
last fall. Although there is a visible 
supply of about 129 million bushels 
of beans today, the slightest at- 
tempt to buy them in quantity jacks 
up the price; yet the Government 
set a ceiling of $81 a ton on soya- 


Govern- 


soya 


bean meal. Government bureaucrats 
hit on this price by a study of the 
25-year relationship between soya 
beans and corn, which is alleged to 
be perfectly sills 
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AI N. Seares, who retired ir \ items supermarkets seem to be add 
as chairman of the Nati | ng the largest scale. According 
the Retail Division of the Bureau 
Advertising of the American 
Newspaper Publishers Association 


Executives, deserves 
his management of 
tion s convention in 
It was a 
well-attended 

“ 


ance held up well to the very last glasswa 
t r ery, 28 


serious penetration in 1952 was: Station 


ry. 50 per cent: books 


convention Att | ery t 


7 per cent 
re r cent: nylon hosi 
session. The many attracti children’s socks 
ing rooms in the Fairmont and greeting 
deserted during the sessions, ; ards, 18 per cent. None of these 


there was more work and less boo: items had more than a 2 per cent 
of penetratior rdaistri nin super 


and toys, 22 per cent 


ing at this convention than any 
the many we have attended. Whic! 
seems to us certain proof that the 
program hit live nerves and was Professor Orin E. Burley What 
worth attending. Overcrowded tap ton School of Finance cal ' 
rooms during conventions are al merce, University of Penns\ 

most sure proof that delegates are 7 
bored with the 
take to drink for 
thing better to do 


marKets I 


released 
proceedings and f < on the 


t f con . 
wal . i oles ale They 


graphically and dramatically 


tne postwar race tween increased 


Woods, president of Cor ales and in 


exan ple 


Cecil 


sumer Credit Insurance Associati 


expenses 
predicts that consumer sts 
surance will } 

in volume ir 

is already 1 

insurance WI 

jumped 40 pet 

1950, while life 

erally showed 

in 1951 as 

Only about 2 

credit sales 

per cent « 

insured in 

room for grov 


Supermarket Institute rep 

supermarkets are sto 

and more non-food lines ule 
is that gross profit margir food i he applian 
are about 16 per cent, whereas f ds lf today. He 
it margins @n the nev 
into supermarket stocks aver ridiculo low price 
about 1) per cent i u ar li l laotic and 

heauty aids mgratulate Mr. Pierce for saying 


appliances 10 rrapl cord there n aS lution to the 


housewares 


and men's 





Here's a revolutionary, 
ew way to add fiqures ! 


Rhythm-add ups adding speeds 


by as much as 1606¢! 


Boosts production, slashes overhead! 


Monroe will train your operators free! 


You ll be amazed at how this new, scientific 
crease the speed and output ot 
nachine operators after only a 
nstruction pin NEW 
Rhythm-add Way 
Camera shows how smoothly, ef 
Rhovthm-add* fortlessly operator's fingers glide 
over keyboard. Result: greater 


speed, production, fewer errors 
less fatigue 


can companies 


OLD 
“Punch and Plod’’ Operation 


speed, rhythm, and 


Your Operators Will Welcome 
Rhythm-add 
learn. And Mont 
mid with 


tead what tnis 


Monroe Calculating Machine Company 
Publications Dept., Orange, N 


Please mail free booklet on Monroe Rhythm-add. 


MONROE se 


CALCULATING, ADDING & ACCOUNTING MACHINES 


MONROE CALCULATING MACHINE COMPANY 
General Offices, Orange, N. J C State 
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cent months have jumped up and 
declared that all we need is better 
salesmanship. We think, and appar- 
ently Mr. Pierce agrees, that the 
difficulty goes deeper than that 
Better salesmanship might heip, but 
that may not be enough. We have 
the buying power, according to all 
surveys, but the buyer is just not 
eager to turn the money loose. Price 
cutting, free premiums, dangerously 
low down payments—none of these 
momentary inducements seem 
enough. Possibly a combination of 
better selling, better customer serv 
ice, plus a wholly new attitude of 
dedication to customer satisfaction 
will be the final solution 


Business History may provide an 
answer to the problems of the appli 
ance industry today. Seems to us 
that a similar situation existed 
in the washing machine business 
shortly after World War One. It 
was at this time that Maytag began 
its march to dominance in the 
washer industry. As we remember 
it, the astute Maytag management 
made some drastic changes in their 
distribution plans at the time, and 
despite outcries that the new policy 
would wreck the company, it was 
at least partially instrumental in 
building the company to the domi- 
nant position it enjoyed for many 
years 


Office Management can profit- 
ably devote some time and thought 
to lightening the load of salesmen's 
paperwork. We have just checked 
several weekly bulletins to sales- 
men, and are amazed at the volume 
of paperwork required of 
salesmen. For example, in one com 
pany in a recent week there were 
131 required postings of price 
changes, cuts, reinstatements, or 
new items for the salesmen’s cata- 
logs. Some home-office men do not 
believe this paperwork by salesmen 
interferes with their selling. “They 
might just as well be doing this as 
sitting around the hotel lobbies or 
playing the pinball machines,” 
one sales manager. Well, Mr. Sales 
Manager, you'd better realize that 
this is 1952, not 1902. Salesmen do 
not sit around hotel lobbies any 
more; they are too busy driving, 
hunting a room, finding a tourist 
court with a vacancy, calling on 
customers, or handling their paper- 
work. Truth is, many a salesman 
does his paperwork during hours 
when he might well be out selling 
Let’s not fool ourselves—beyond a 
certain point no salesman is going 
to do his paperwork evenings, Sat- 


some 


says 
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urday afternoons, or Sundays. If 
the load gets too big, he's just going 
to take out good selling time ir 
which to complete it 


Douglas Southall Freeman, 
famed Richmond editor and ! 
rian of Robert E. Lee and the 
Between the States 
how he achieved success in his fiel 
Some years back he 
career and made tw 


recently 


reviewed 
decisi 
win success, he would hay 
cialize 
addition to this, he wo 
put in some extra wi 


each day. He 


and concentrate 


decided 

trate on General Lee's 

Civil War battles. Since 

ready doing a day's w 

of the Richmond Ne 

decided to work on his hi 
projects from 4 a.m. to 6 a.m. e\ 
working day. The result was 
famed volume “Lee's Lieutenants 
and other books which have brought 
him world recognition as the lead 
ing historian of the South's tragic 
era. If ever a man put 2 hours daily 
to better use we are not aware of 
it. Perhaps more of us would chalk 
up greater achievements if we 
looked at our 
cally and acted so forthrightly i: 
finding a solution 


careers so realisti 


Raymond Scott, eastern retail 
manager of the Bureau of Advert 
tising American Newspaper Put 
lishers Association, recently gave 
group of department store man: 
ment men an idea that could be 

in any business. It was: Base y« 
sales quotas on potential, rat 
than last year's He rec 


mends three advertising 


sales 
A the regular adverti 
et; “B a fund set aside 
special opportunities 

for in advance; and 

which he describes as an agg 
budget to aggressively explore and 
develop certain lines which will be 


7TeSSIVE 


revealed by an analysis of pote 
tials. This may be an idea any busi 
ness can develop and use to 


advantage 


John L. Collyer, president of the 
B. F. Goodrich Co., recently told 
the national association of purchas 
ing agents, “Every attempt to inter 
fere with the normal functioning 

the free market for 
failed." We wonder if the same 
statement, revised as follows, would 
be true; “Every attempt to inter- 
fere with the normal functioning 
of the free market has failed."’ We 
can't think of one single benefit 


‘ 


rubber has 


from attempts to interfere with the 
normal, free marketing of any 


product or commodity 


Break-Even Points are worrying 
any industrialists, and 

We suggest tl Know your 

Keep 


ming 


business 


irrent Dreak-ever! 
Stant data am 1 
idget based or 
break-even point 
will happen. We may 
lower sales 

ur less oul 

ne dow! prof 

tely. We need 

agination and vision in 


as we have contributed 


re ! sales 


Price and Wage Controls are 
a burden on our economy. Eco 
omic Stabilization Agency the 
Office of Price Stabilization, and the 
Wage and Salary Stabilization 
Boards now have a total of 17,000 
full time employees throughout the 
country. The 1953 budget asks for 
$150 million to pay these employees 
All we can see these birds accom 
plishing is a distortion of produ 

tion and a serious interference with 
the ability of our economy to adjust 
and respond to changing needs. Yet 
when the country is overtaxed and 
badly in need of manpower, we 
drain off 17,000 people and $150 
nillion in a silly, futile effort “to 


make the sun stand still 


After-Election Alibis. 
execull F 1 
re going to 

til ifter th 4 


some 


nber 


there 
expanded 
le have 


marrying, raising children 
selling, producing. The ex 


who postpones a decisior 

until “after election” should remen 
iis will amount to about 

ay because, no matter 

cted, he will not take 

ffice until January first, and then 
there will be several months before 
the new Administration is organ- 
ized and in action. Then will come 
the delays and debates in the Con 
gress. Which means that it may be 
well toward mid-1953 before we 
know which way the “cat will 
ump” politically, and what a new 
Administration will do for business 
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Training Executives to Train 
Their Successors 


By Eugene Whitmore 
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OW many len are going to 
H drop out of your company il 
the next 12 months? No one knows 
exactly, how y or who will 
leave any company for other rea- 
sons than retirement 

There will be unexpected deaths 
There will be unexpected resigna- 
tions. Health reasons will cause 
some unplanned separations. And 
of course, some valuable man will 


decide to resigr 


because his wife 
! 


wants to live in California, go back 
to her girlhood home, or to som 
town where she thinks her daugh 


ter will have a better chance 
snare a rich husband 

Since no one can predict how 
many of suct 
cur, many companies make little or 


separations will © 


no attempt to anticipate and pre- 
pare for these unscheduled separa- 
tions from service. Many executives 
have become content to consider 
such separations as “the fortunes 
of war so to speak. They 
“Oh we cross those 


some- 
times boast 
bridges when we come to them 
But the trouble is, sometimes 
there's a big wide chasm and no 
bridge to cross 

Actually, there is a way to pre 
dict, with considerable accuracy 
the number and type of executive 
separations which will occur in any 
business. The record of former 
years gives the best available clue 

How many unexpected resigna- 
tions occurred in your company last 
year? And the year before? How 
many were for health 
How many were for family rea 
sons? How many deaths occurred? 
How many were wooed and won by 
competitors? How many left for 
miscellaneous reasons? 

If an analysis of the voluntary 
and unexpected separations from 


reasons? 


any business is made for a period 
of 3 or 5 years, it is possible to fore- 
cast the probable number of separa- 
tions to occur in future years. The 
pattern is likely to remain similar 
unless some faulty conditions exist 
which cause an abnormal number 
of separations during certain years 

With a chart showing separations 
for the previous 3 or 5 years, it is 
possible to make a reasonably ac- 
curate forecast of the promotion 
and replacement needs for any busi- 
ness for the next several years t 
come 

It is important to get these fact 
preferably in chart fort 


management can see its 


on paper 
so that 
training and development needs. Of 


‘ourse, it is never possible to fore- 


cast exactly WHO is going to leave 


But it is possible to forecast that 


July 1952 





Many companies make no effort to train successors to execu- 
tives who will retire or to train younger men for openings that 
might occur unexpectedly. There are ways of predicting 


executive separations — such as the record in previous years 





Failure to 1 ce is simpl ti } . i\ le > time 
study is the rea many t aching nis “asy. It 
never seem t have a unless 
trained, efficiently functioning 4 ple lor it, al inless 
ganization. Unplanned and é a reguiar progr: set up 
pected separations create many rirs » 1s to decide who is 
problems that training for t ceive this job coaching 
ture is perpetually neglecte ve eR : 

Says one Pacific Coast exe y of Replacement Needs 
of a middle-sized company company 
have reached the conclusi vice pres 
building an organizatior 
building a bank ace 
have withdrawals 
the deposits coming 
be an overdraft. T 


and simply, you mi 


Fifth in Series 


In this fifth in a series of ar 


chalked up 


t} , 
ticles on the current executive ie plan 


shortage in business, the au 


thor concentrates his attention 


on the replacement problem Inventory executive per 


finding young men and trair 
ing them to take the place 
vacated by older, experienced 
executives 


sonnel 

Analysis of executive posi 

tions 
(3 A comparison of executive 
The final article will appear personnel and positions 
next month, a windup in the (4) The preparation for training 
series that took Editor Whit 
more from New York to San 


Francisco and back to Chicago 


candidates 

(5) Actual training of candidates 
for executive positions 

top management of a small 

middle-sized company may 

such a plar 


than you take out. if y wou sary 1ay feel that IT 


unneces 


vebody in 
maintain a balance : 


In the smaller 


panies it is often impras 


mpany is familiar enough 


middle-sized con with manpower to pi 
for promotion 
too costly, to maintain a poo | | example 
tential executives in t 

cause of this fact 

depend almost 

employee as a 

ments for jobs o 

bilities. The only other s 

hiring of outsiders 

Hiring outsider i i istar vas promoted to his 
promptly fell 


had seemed 


occur 
promoting insiders is aln 
way of stifling growtl 
compans 








Three systems here help relieve crowded office conditions 
conjunction with these files 


policyholders 


and the Rol-Dex unit at the left works in 

















Mutual Service Insurance Companies are planning to build 


a new home office building in St. Paul, Minn., soon, but 


that does not help the crowded situation at the moment. 


This story, however, tells of ideas that are saving space 





By Wells Norris 
M' rUAL Service Insurance 
Companies, gradually outgrow 


ing their home office facilities in 
St. Paul, Minn., have devised a num 
her of which 
have also proved to be timesavers 


spacesaving ideas 

One idea that is saving consider 
able space is that of housing active 
records for 90,000 automobile pol 
icyholders in open shelves. The ree 
ords were formerly kept in cabinet 
files, but a great deal of floov space 
was required, and office employees 
found the job of digging out indi 


be rather difficult and 


vidual files t 


time-consul 


The shelf files are estimated to 
require only about half as much 
space as is necessary with the cabi- 
net files, and the customer jackets 
are filed numerically by expiration 
date. For example, all policies that 
will come due on July 15 are ar- 
ranged in one group. The number- 
ing system follows the month and 
date, such as 7 15. At a certain pre- 
scribed date for sending out notices 
for July 15 expirations, an em- 
ployee will go to the shelf files and 
pull out all the jackets for that 
day. There might be as many as 700 


ackets to be handled. The policies 


The open shelves in the background house files for auto 


SorterGraph is shown at right 





Spacesaving Ideas Relieve Crowded & ( 


are rated, and premium notices go 
out to the policyholders 

All the jackets then go back on 
the custom-made shelves, and as 
the payments come in, the individ- 
ual jackets are pulled so that they 
can be stamped paid, and papers 
can be filed permanently 

With the former cabinet filing 
system, policies naturally were not 
as accessible. Too, without the 
method of filing according to expi- 
ration dates, it would mean that an 
would jump from one 
) another to pull out 
policies 


employee 
filing cabinet t 
the various jackets for 
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Basic records which were formerly typed out manually are 
now automatically produced in a few minutes on this Ditto 


Offices 


coming due at the same time. Then 
the same thumbing-through search 
would be repeated when files were 
returned to the numerous cabinets 

A Rol-Dex file used in conjunc- 
tion with this shelf file contains 
125,000 cards on active and inactive 
policyholders. Many references are 
made to these cards, particularly 
when policyholders write in and 
fail to give the necessary informa- 
tion on their policies. The Rol-Dex 
file is arranged alphabetically, so 
little time is needed to find the cus- 
tomer'’s policy number and expira- 
tion date in case the policyholder 
fails to list them. One operator 
handles the 125,000 cards which 
are merely by-products of the bill- 
ing card, thus requiring no addi- 
tional time or personnel to compile 
them. 

Another idea that enables one 
operator to do the work of several 
people and thereby saves space and 
money involves the making up 
of basic records when automobile 
claims are received. In a matter of 
seconds, up to 14 basic records are 
produced on a Ditto machine from 
a single master card that has all 
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Office areas are becoming overcrowded, although new sys 
tems have saved a great deal of space for Mutual Service 


All mail that is to go to Mutual Service's 800 agents is filed daily in this 
SorterGraph, to be mailed at the same time, thus saving postage and envelopes 


4 fairly simple little system that 


the has proved worth while at Mutual 


coverage data on it. These rec 
include such items as data or 
claim jacket, claim register sheet Service and at the same time re- 
policyholder index depart quired very little space is one which 
ment record, and agent's notifica coordinates all mail going to the 
tion, to name but a few. These rex organization's 800 agents. At one 
ords formerly were typed out man » effort was made to group 


safety 


ually, and several girls were kept » amount of correspondence 


busy preparing them ( tinue ” 
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Losses cut with 
Bold Approach to Problem 





The Rock Island Lines lost an 
estimated $1,500,000 last 
year on dining car opera- 
tions, an operation which 
many railroads have come 
to accept as a part of the 
business that will always pro- 
duce a loss. The man who 
brought Rock Island out of 
bankruptcy decided some- 
thing could be done about 
the loss, and he gave the job 
to Merle J. Reynolds. Here is 
what has since happened in 
dining cars on the Rock Island 





By F. C. Minaker 


HE president of the Chicago 

Rock Island, and Pacific Rail- 
road Co., and the man who brought 
the road out of bankruptcy, J. D 
Farrington, was looking over oper- 
ating figures. The loss on dining car 
operations--always high--was a 
staggering $1.5 million for 1951 
Meals sold to passengers at an av- 
erage of $1.50 were costing the 
Rock Island $2.70 each! 

Of course, the Rock Island was 
not the only road in a jam on dining 
car costs, for such losses had come 
to be accepted as inevitable. “Din- 
ing cars always lose money” has 
ilmost become a slogan over the 
vears. But Mr 


this was one 


Farrington decided 
slogan” which could 
well be discarded, and what road 
ould do a better pioneering job 
than the one just about to celebrate 

hundredth anr 


ts one ind 


iversary? 


As the old saying goes, when you 
want a tough job done, pick a man 
who doesn't know it can't be done 
So Mr. Farrington picked Merle J 
teynolds to tackle the job—a man 
who “didn't know" because he was 
not a dyed-in-the-wool dining car 
man. Then the boss went back to 
running the Rock Island, and Mr 
Reynolds, now manager of the din- 
ing car department, acquired a big 
headache 

Being new to the dining car field, 
Reynolds was not hampered by the 
usual traditions and brought to the 
job a fresh viewpoint and an open 
mind. Also, not being familiar with 
costs and operations in this field 
he had to start from scratch, and 
thus did a real job of checking and 
research in the preparation and 
serving of food in the hope of find- 
ing something which could be 
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applied specifically to improving 
dining car service 

The whole approach to the prob- 
lem was based on a study of just 
three things: 

What do passengers like to eat? 

How much will they spend? 

What type of service will appeal 
to them? 

From this approach, all factors 
were to be correlated with the need 
for cutting spiraling food and labor 
costs and eliminating the big bogey 
of dining car operation—waste 

Two big questions were involved 
What could be done to control costs, 
and how it could be done. Setting 
up the proper controls direct from 
the commissary department was 
the answer to the first question 
Called “portion control,” this step 
eliminated loose controls from the 
dining car entirely and installed 
exact control of purchasing and 
preparation of foods in the commis- 
sary where it belonged 

The second question was, of 
course, the “stopper."’ The study 
went round and round. Ideas were 
considered and discarded. Careful 
checking with food processors, sup- 
pliers, and research organizations 
in the field came up with just one 
answer—frozen meals 

This narrowed the problem down, 
and from here on it was a matter 
of determining the method to be 
used. Should the Rock Island follow 
the air-line method of serving pre- 
cooked frozen meals prepared by 
an independent organization? This 
plan has been followed by one of 
the Chesapeake and Ohio trains 
which last January began serving 
low-priced “Chessie-Tray” meals 
ordered from Frigidinner, Inc. 

The idea did not seem feasible, as 
the Rock Island wanted to have 
“Rock Island’"’ meals—it wanted 
not only to control costs, but the 
type and quality of food served. So, 
after all the if's and and's had been 
chewed over (no pun intended!), it 
was decided to go even further and 
completely revolutionize the dining 
car system. 

The first step was to bring com- 
missary practices into line. This 
meant installing new equipment 
walk-in freezers, mixers, big ovens, 
and other mechanical devices to 
handle the cooking, baking, and 
freezing of foods in large quanti- 
ties. Possibly a quarter of a million 
doliars in equipment alone was in- 
stalled to handle the new food proc- 
esses. Freezers and new warming 
ovens also had to be added to the 
dining cars. 

In addition, the new system 

Continued on page 47 


The Rock Island keeps costs down by mass producing such items as rolls, pies 
and similar foods, then keeping a reserve on hand in the commissary freezer 


Foods are automatically packaged (above) and dated before being stored in 
the walk-in freezer. Pies (below) are kept in room that is 50 degrees below zero 
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By Lillian Stemp 


System Slashes Gilling “Time 





The American Tobacco Company uses a prebilling system that 


employs Addressograph plates, and about 25 invoices can 


now be prepared in the time originally required to prepare 


one. System has made possible the transfer of 14 billing clerks 





ising Addres 


eliminate in 


prebilling system 

rraph plates to 
idual writing of 620,000 standing 
i typical of the many 
ideas which earned The American 
York, N. Y a 


y America 100 Best 


auerTs a yeal 


New 


) prepare forme! 


clidt te 


an appreciable 


nd per 
arian pt 


example 

want 
and brand of 
products 
another asks for 


a certain quantity 
American 


shipped every 


Pobaces 
Monday 
Tues 
Thursday of every other 
Week, and a third wants his sent 

the 15th and 30th of every 

nth. All this information is em- 
bossed permanently 
inch Addre 
plates are coded and filed in 


f about 160 each 


hipments 


day and 


mn four 2- by 4- 


These 
trays 
representing 40 


sograph plates 


oa tray. On due dates, ap 


opriate trays are withdrawn and 
the contents inserted in the Addres 
sograph along with 7-, 8-, or 9-part 
Within 5 
tray of plates is 
run off effortlessly. The old method 


snap-out carbon forms 


minutes an entire 


of ey 
ery initial order on every due date 
In addition to the quar 
tity and price extensions had to be 


required individual retyping 
retyping 


computed each time. Elimination of 
these operations enabled the co 
pany to transfer 14 billing mi 
operators to other vital work 


AS soon aS a jobbers request 


14 


of 45 men and 


tanding order is received 

rder is sent to the Addressographn 

init. A set of Addressograph plates 
embossed with the following in- 

formation: (1) Jobber’s name and 


address z) 


shipping 


shipping poin 


lames, If design 


different; (3) number of cases 
of cases, brand and style; and 

prices, and 
amounts. At the time the plates are 


made, they are 


quantity extensions 
checked for accu 
racy and imprinted on a control card 
copy of the 
its fully invoiced 


to provide an exact 


tanding order 
form. This card becomes the per- 

anent record on which to record 
ill subsequent changes or modifica 
tions. Although nearly 200 changes 
are received weekly it is seldom 
that all four plates to an order must 
be remade. Thus the new system 
minimizes alterations 

Invoices are prepared 7 days in 
shipping dates. Filing 
the Addressograph plates by dates 
of shipment facilitates handling 
This practice eliminates the neces- 
sity of running all of the Addresso- 
graph plates through the machine 
each day to obtain the particular 
orders due for that day 

The company differs from organ- 
izations that 
the manner of handling its building 
maintenance program. It has found 
that by own building 
staff for all services except elevator 
and public hallways, it can main- 
tain high sanitation 
and make cos improve- 
ments and repairs more quickly 

The maintenance crew 
women 


advance of 


lease office space in 


having its 


standards of 
t-saving 
consists 


matrons 


porters, window washers, furniture 


finishers, a carpenter, electrician 
and a mechanic. This staff regularly 
cleans 1.000 desks 
rugs, 
120,000 square 


and polishes 
vacuums and 
scrubs and waxes 
feet of floor covering 
windows and maintains lights, buzz- 
ers, air-conditioning units and other 


shampoos 70 


washes 350 


equipment 

Since 1936, a standardization pro- 
gram for furniture has been fol- 
lowed. All replacements and addi 
tions must conform to specifications 
set forth in the company’s manual 
if office furniture and equipment 

Most of the office furniture and 
‘quipment consists of manufactur 
ers’ regularly cataloged items. Oc- 
casionally, 
necessary to 


however, it has been 
order custom-built 
equipment to meet some unusual 
clerical-handling problem. For ex- 
ample, the sales department, which 
directs a 500-man sales force in a 
$940 million effort, 
found that standard desks were not 
practical for use by its clerks in 
checking expense and 
work-record reports. So voluminous 
is the work handled by these em- 
ployees that ordinary desks would 
with completed 
work awaiting removal and uncom- 
pleted work awaiting processing 

To meet this difficulty, avoid an 
unsightly office, and have more con- 
trol over confidential material, the 
department 
signed a desk incorporating the 
‘tub” principle. Sketches were made 
and submitted to an office equip- 
ment manufacturer. A satisfactory 
model was produced and required 


annual sales 


salesmen's 


soon be covered 


sales supervisor de- 
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quantity ordered. The current ver- 
sion has a 60-inch working surface, 
is 34 inches high, and has two tubs 
410 inches by 18 inches by 13 inches 
which flank the employee when sit- 
ting in normal position. A small 
drawer for accessories, writing ma- 
terials, and personal belongings is 
at the bottom of each tub. When the 
desk is in use, the tubs are kept 
uncovered so that completed work 
can be stowed in them for tempo- 
rary retention. When not in use 
the tubs are kept covered and the 
desk top presents a solid surface 

Personal pride in working for 
The American Tobacco Co. is fos- 
tered in many ways. Employees ir 
a supervisory or administrative 
capacity are identified by chro- 
mium-plated name plates on their 
desks. New personnel are given a 
Facts booklet at the time of employ- 
ment, which reviews the history and 
position of the company and gives 
pertinent information on wages 
hours, and working conditions. As 
indicated therein, the company has 
gone a long way since its traditional 
founder granulated and packed his 
first Bright Belt leaf. With its seven 
major affiliated companies, it covers 
the entire field of tobacco fabrica- 
tion and distribution except snuff 
Its assets, as a total enterprise, ex- 
ceed $730 million, and it does more 
than a $940 million yearly volume 
of business, paying $490 million 
annually in taxes. Currently, cigar- 
ettes represent over 90 per cent of 
the company’s total business, with 
Lucky Strike as the predominant 
single brand 

Each employee is given a free 
carton of cigarettes each month 
The company pays the tax on these 
cigarettes as well as on the many 
that are distributed free to stock- 
holders and salesmen for consumer 
samples. To avoid the embarrass- 
ment of cigarettes getting out with- 
out payment of the state tax, The 
American Tobacco Co. adopted one 
of its employees’ suggestions of 
having the wrappers bear a legend 
showing that the state tax had been 
paid by the company and a check 
sent direct to the collector's office 
for the tax due 

The company makes liberal pro 
vision for protection of its em- 
ployees against the major risks of 
economic security. It has a retire- 
ment plan which grants pensions 
for life upon completion of long and 
faithful service, or in event of dis- 
ability before retirement age. It has 
a group life insurance plan and also 
a sick benefit plan. No part of the 
financial cost of these programs is 
borne by the employees 
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An extensive medical 
which emphasizes preventive 
and of which the company may fee 
justifiably proud, has been in 
ence for many years. The 


staff at the New York 


sists of two doctors and 


tered nurses. Recently a 


were blood-typed as a} 


measure in the event 


bomb attack or other 


catastrophe. The New 

has approximately 800 
A board 
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Policies and standing 
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procedure manuals. These n 
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The advertising audi 
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tising conferences are 
and it is more or less 


demand for checking or 
pany’s advertising and the 


tuising of its compe 
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ir 


television set, and 
are available for 
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Keep noise at a 
lot of smoking 
provision had 
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h the regu- 
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re office 

electric 

nes and 

yed for ma 
‘rap! M 


ilti 


without 
necessary 
sts 

all 

force 
through 
eccupy 

is aimed at 
spec ialized 


ography, typing 


I metry, and billing machine 
peration. When necessary, training 


ob is supplemented by en- 
the outside 

‘T inci 

he com 

tence 18 

call for 

rainees are drawn 
demand. This ar- 

le scarcity 


Special desks were made for the sales department so that clerks checking 
the expense and work-record reports of salesmen would have storage space 





An accident somewhat similar to the complicated automobile tieup here has been 
known to wipe out all equities of stockholders in several different companies 
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N a word, the net effect of Stock- 


holders’ Protective Insurance is 


to provide a yardstick to measure 

the amount of bodily injury ar 

property damage liability insurance 
required by the owners of the cor 
poration the stockholders 

In the June AMERICAN BUSINES: 
it was pointed out 
catastrophes involvin judgment 
exceeding the amount of UHabil 
imsurance plus the assets of the co 
poration, the insurance Is ol! 
benefit to the shareholders 
people that paid the premium 
der these circumstances, the abil 
ity insurance becomes an asset ol 
the receiver, or equivalent office 
of the court, in the lquidation ol! 
the corporation 

It is the object of Stockholders 
Protective Insurance to provide 
under one policy and one limit in 
that policy, public NMability insu 
ance for the protection to the share 
holders of the net worth of their 
holdings. 

The insurance applies as excess 
to regular or orthodox liability in 
surance presently available to and 
purchased by corporations. It covers 
substantially all the insurable tort 
liability of the corporation and is, 
theretore, the broadest that has 
come to our attention. It is to be 
noted that only tour exclusions ap- 
ply—the fine print is significantly 
limited. 

In the event that the type of oc- 
currence involving the claim is not 
within the orthodox insurance, the 
Stockholders’ Protective Insurance 
will apply in excess of some pre- 
determined deductible amount. 

Assume that a corporation has 
net assets or a net worth of $100,- 
000. The corporate management 
will continue to purchase liability 
insurance in nominal amounts. 
Among other things, this basic in- 
surance should at least equal 
the financial responsibility require- 
ments in connection with the op- 
eration of motor vehicles. 

Let us say that automobile bodily 
injury liability is purchased with 
limits of $25,000 for one person and 
$50,000 for one occurrence; also 
automobile property damage liabil- 
ity is purchased for the usual mini- 
mum of $5,000. General liability is 
provided, with bodily injury limits 
of $10,000 per person and $20,000 
per occurrence and, as is often the 
case, $1,000 property damage lia- 
bility. The management buys all the 
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Insurance Provides New Safeguard 


items of cover except products (see 
January AMERICAN BUSINESS) and 
thinks that such a claim will not 
arise due to the non-hazardous mer- 
chandise sold by a dry goods store 
These, incidentally, are not the 
limits we would necessarily have 
suggested 

In addition to the foregoing kinds 
and amounts of orthodox insurance, 
the stockholders as a group pur- 
chase Stockholders’ Protective In- 
surance in the amount of $100,000 

An individual, or independent 
contractor, is used to make a few 
retail deliveries rather than incur- 
ring the greater expense of the cor- 
poration maintaining such services. 

An intersection accident occurs, 
and the occupants of the other ve- 
hicle are seriously and permanently 
injured by the owner and operator 
of the truck. They make claim 
against, and then sue, the operator 
and the corporation for whom the 
delivery was being made. Following 
the trial and appeal to the Appel- 
late and Supreme Courts, a judg- 
ment is affirmed in the amount of 
$175,000 for bodily injuries and 
$6,000 for property damage. The 
liability was imposed on the corpo- 
ration, since, at the time of the 
accident, the driver was under the 
specific direction of the shipping 
clerk of the corporation. 

The liability insurance purchased 
by the corporation, was, of course, 
exhausted for the $50,000 bodily 
injuries plus the $5,000 property 
damage liability. This left an un- 
satisfied judgment of $126,000. Un- 
der our system of corporate law, 
the $100,000 of corporate assets are 
subject to attachment and, in prac- 
tice, the corporation is declared 
bankrupt and its assets sold, prob- 
ably at auction, and the proceeds 
distributed among the unsatisfied 
judgment creditors and probably 
among some other creditors. This 
legally closes the case as respects 
such creditors. 

With the proceeds of the $100,000 
Stockholders’ Protective Insurance, 
the shareholders as a group, if they 
so elect, may bid for and purchase 
the assets of the bankrupt corpora- 
tion and continue, if their bid is 
successful, in the same _ business. 
Should other interests outbid the 
group, or should they not elect to 
purchase the assets, they have, in 
effect, liquidated their holdings in 
that corporation. 

They knew in advance the amount 
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In another in a series of informative articles on insurance, 


Author Belt reveals a major innovation in liability insurance 


—protection to stockholders for the net worth of their 


holdings. This story explains the coverage of the insurance 





By Tower Belt 


of insurance they needed, they pur 
chased it for a very nominal pre 
mium, and they did not lose their 
investment through the negligence 
of the truck operator 

Of course, they could have accom 
plished the same result if they had 
known the amount of the judgment 
and had purchased insurance to 
meet it. But neither they nor any 
other group of stockholders are 
endowed with such powers of per 
ceiving future events 

It is believed essential that the 
premium for the Stockholders’ Pro- 
tective Insurance be actually paid 
by the shareholders and not the 
corporation. If paid by the corpora- 
tion, the benefits would undoubted- 
ly inure to the corporate entity and 
not the shareholders 

The cost will be less than $50 per 
annum for the entire group of 
shareholders in hundreds of corpo- 
rations with assets of $200,000 or 
less. The premium is based on the 
actual exposures and the net worth 
of the corporation. 

The end result is to cover such a 
situation as the foregoing for those 
who suffer such losses and for 
peace of mind and conservation of 
assets of the mariy others that will 
not suffer the loss. This is finally 
the basis of all insurance 

The yardstick is, for the first 
time, conceived and developed— and 
is being further developed 

Consider other possible 
that could befall our imaginery cor- 
poration. A customer purchased 
cowboy play suits for her three 
sons. They were made of inflam- 
mable material not suitable for the 
purpose. An unfortunate fire per- 
manently and seriously crippled 
one of the boys, and this resulted in 
a judgment of $125,000 against the 
corporation. In the meantime, the 


losses 


small manufacturer that supplied 
the suits had gone out of business, 
and the corporation had to either 
satisfy the judgment or face bank- 
ruptcy proceedings 

Since the corporation had not 
purchased products bodily injury 
liability insurance, bankruptcy was 
the only answer 

The Stockholders’ Protective In- 
Surance in this case WaS in @XCess of 
orthodox liability insurance or in 
lieu thereof, and was subject to 
$5,000 deductible. Since the loss 
was $125,000, the shareholders 
would collect the $100,000 

Assume that the boy was not so 
seriously injured and that the judg- 
ment was $25,000. The corporation 
would have to pay the judgment 
and thereby deplete its assets to the 
extent of $25,000. The shareholders 
would be reimbursed by the Stock- 
holders’ Protective Insurance due to 
such depletion. However, their re- 
covery will be $25,000 less the 
$5,000 deductible, or $20,000. 

A further accident is worthy of 
comment. A prospective customer, 
as illustrated in the December 1951 
AMERICAN BUSINESS, fell as the re- 
sult of the raised entrance; the 
final judgment was $15,000 

The general liability insurance 
purchased by the corporation paid 
$10,000 and the corporation the bal- 
ance, or $5,000 

The Stockholders’ Protective In- 
surance pays the shareholders 
$5,000 due to the equivalent deple- 
tion of the corporate assets 

As indicated above, it is natural 
that this innovation will require 
much further development. At the 
time this article is written, it has 
been formally approved in some of 
our states, and undoubtedly by pub- 
lication date it will be available in 
additional territory 
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Georgia-Pacific's conferences are held in this Northwest Room which adjoins the office of the senior vice president. The 
office can be sectioned off partially or completely with the roli-away partition. Paneling is sliced black walnut 


Office Ts AAU Plywood 


HE Georgia-Pacific Plywood 

Lumber Co. recently completed a 
new office building in Olympia 
Wash that serves an excel 
lent demonstration iece r the 
company’s products 

About 120,000 square feet of 
types of plywood were used in 
construction and furnish 
cluding floors, roof ‘rior, interi 
or venetian blinds, and waste- 
baskets. Interior walls were pan- 
eled in various species of wood so 
they could double as a working dis- 
play of the company’s decorative 
plywoods 

The new building is two stories 
high, and the outside is painted a 
soft green with white trim. Much 
of the furnishings such as confer- 
ence table, chairs, and desks, were 
built largely of plywood, according 
to company specif 














Auditing and billing department has 
desks and venetian blinds of plywood 








Aluminum foil was used as insulation in the exterior walls of the building to 


minimize heat loss, and Fiberglas over plywood sheathing was used in the roof 











Offices (above) have sliding panels 











and railing (below) is of white oak 


In this secretary's alcove (above), plywood was used in walls, blinds, most of 


the desk, and visitor's chair. Lobby entrance (below) shows the indoor garde 
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Green Giant uses partitions between desks to provide some privacy, at the same time saving space. In the background 


is the mail room, showing the narrow cubbyholes that are used for grouping mail to go to company brokers and customers 


Desk Partitions Add Space 


HEN the Green Giant Com 
W iians decides that it is time to 
add more space to its 4-year-old of 
fice building, it is not likely that a 
third floor will be added. It is easier 
to go “out rather than up” at Green 
Giant, because land is not terribly 
expensive in the small town of Le 
Sueur, Minn 
Green Giant started operations in 
Le Sueur in 1903, and has kept its 
home office there during the time 
the company’s canning operations 
have expanded from Washington to 
Pennsylvania. During that time 
Green Giant's canned peas, corn 
and other products have become na 
tionally known. President Edward 
Cosgrove has said that the idea is 
to keep “our headquarters in our 
own little towns. but to think big 
and grow 
Even today the home office build 


ing is becoming a little crowded 
There are 180 people in the office 
and private offices are enclosed 


with partitions that have glassed 
in sections at the top. These parti 
tions have been rearranged several 


times to meet the changing needs 
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A few of the general office desks 
have been pushed close together 
and low partitions have been placed 
between them to give some privacy 
in the areas that are crowded. The 
company is thinking of adding 
more of these desk partitions, since 
the initial ones have worked out so 
well 

The second floor is really one big 
office, with partitions separating 
the area into offices. The tabulating 
department is in the middle of the 
room, but it is enclosed. There are 
some offices on the first floor, as 
well as a room for the two coffee 
klatches every day. Most of the em- 
ployees go home for lunch, and the 
company furnishes bus service to 
and from the building four times a 
day 

Green Giant has installed a sys- 
tem in the office for grouping mail 
that goes to its customers and to 
brokers. Since the company sends 
ut a great deal of mail daily to the 
same people, an open mail rack 
is used. People in the office merely 
drop correspondence into the rack 


above the proper name, and at the 





end of the day, all the mail goes out 
at once. 

Green Giant's location in a small 
town apparently has caused no 
problem. The office has direct tele- 
phone lines to Minneapolis and St 
Paul (about 50 miles away), and 
the company has its own Teletype 
and telegraphic machines 

One of the reasons why most of 
Green Giant's plants are located in 
small towns is because of the na- 
ture of the work. During the sum- 
mer when the canning season is at 
its peak, Green Giant must hire a 
large number of transient workers 
These workers must be housed and 
fed while they are working, and it 
is much easier to provide accommo- 
dations in smaller towns 

These migratory workers com- 
prise a large percentage of Green 
Giant's summer force, but there are 
1,300 regular company employees 
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nnouncing a really small, low-cost 


Folding Machine 


for the office... 


Folding by hand is a high cost for any job by just moving two knob 
Operation in any office today takes indicatorson the scales, for the widths 
too long, wastes time that should be of the folds wanted 
spent on more important work. It’s a Che FH takes very little desk space 
tedious job that everybody resents S$ portable, and can easily be carried 

This new Pitney-Bowes FH wil to wherever it’s needed. Makes eight 
do all your folding, save temper and standard folds, in various paper 
time, cut clerical costs! ghts, sheets as large as 8H by 14 

Only a little larger than a sta 
ard typewriter, it costs but little more! 

Semi-automatic, and electrically Tits FH takes only a minute to 
driven, the FH ts fast, accurate: can set up, can be used profitably on even 
make two folds at once, will double ill i It's a great convenience 
fold letter size sheets up to 5,000 per in the shop and factory, as well as the 
hour—fen times as fast as manual office. And it quickly pays for itself 
folding! Ask the nearest Pitney-Bowes office to 

Anybody can use the FH after a show you—or send the coupon for a 


few minutes explanation. You set it free illustrated brochure 


eC nett a 
\' = PITNEY-BOWES 


\ ‘yt J Folding Machines 


Made by Pitney-Bowes, Inc. ..originators of the 


@ The FH costs meter 93 branch offices, with service in 199 cities 
dittle more than a 
standard typewriter 


Cette ee Se ee ee ew ee 


PrtNey-Bowes, IN« 
2139 Pacific Street, 
Stamford, Conn 


Send free booklet on Folding Machine to 


Nar 


Easy! Fold a sample sheet as you want it, Move indicator knobs on the inch scales to 


then measure the width in inches of the first set the FH for the wanted widt! 
and second folds on the metal rule, then... and second folds and it’s ready to g 
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With these high-speed machines 
Penn Mutual has saved an estimated 
half-million dollars on warehousing 
The tabulating machines and card bins 
are the heart of the fabulous system 


Office Equipment Eliminates 


Need for Warehouse 


By Morris Friedman, 


PS.000 


and if 

again, we 
immediately to 
l ‘rs are lo- 
and southern 
ake deliveries 
*n trucks 

tract 

j feo] talled 
We looking clet Rand | <d-card order and bill- 


‘were 


half-mi Remingtor 


igned each store 


are set aside for over-the 
counter cash sales to members 
and-cents Our members’ orders are coming 
) 


card prow n on schedule so smoothly that a 
good part of them are in on Thurs- 
of real ma ! nt and it lay and Friday for delivery on 
proved opera Monday. Each invoice is paid be- 

We have cor t curate fore the next week's order is billed 
trol; invento ntro ! Stock and loan provisions insure 


what we 


sales con 
ample collateral to cover orders 
As the orders come in, the cash- 


der handling 

minute invoicing 
ceivable control; and j mend ier takes the money in payment for 
improvement in customer go« last week's invoice, and O.K.’s the 
that has led to substantial increase rder for the current shipment 
Taking the orders which have been 


accumulated by numbers and routes 


business 


in volume of 
We have the ideal mech: 


scheduled me, the order 


t the 


a 
puller walks past the inventory tub 
f 
f 


iles, pus i 1g the order clipped 
eye level ove! 

the tubs, ar removes as many 
unit cards as are Ci r. She 
Starts with a set of master name 
and address cards for the stomer 
and finishes with a totaling card 

Placed in the chain store billing 
tabulator t ards produce 
in duplicate, ar > ounts-re 
ceivable copy and an order which 
will be filled in the warehouse and 
t the store with the goods as 
the invoice. Each of these copies 
besides the heading information 
has printed columns for code num- 
ber, pack, number of units, assem- 
bler’s check, the size, description 
unit price, inspector's check, tally 
count, extension, and weight. The 
checker’s columns and weight are 
filled in later. The right-hand 4 
inches of the invoice carries a repe- 
tition of the code, extension, and 
tally count, with the store number 
and order number, which serves as 
a driver's receipt of delivery 

The second copy retained in the 
office has, in addition to all the col- 
umns mentioned, a cost column for 
executive use 
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Good office furniture is like good factory tools 


GOOD metal business 
furniture is @ 
GOOD investment 


MODE-MAKER DESKS 
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GOODFORM ALUMINUM CHAIRS 


MERICA LEADS THE WORLD in in- 
A dustrial production, not because 
American factory workers put forth 
more human energy in their jobs. but 


because of better tools and methods 


The same idea can be true of offices 


Good metal office furniture such as 
Super- Filer the mechanized file 
Goodform Aluminum Chairs. cor 
rectly adjusted to the individual, and 
Mode-Maker desks 


to the job, will get a great deal more 
thre 


property fitted 


work done in any office without 
expenditure of more human energy 


Not only will GE modern metal 


business furniture increase office pro 
ductivity, but it will promote better 
employee health and morale as well 


as improve ¢ ustomer prestige 


It costs vou a minimum of $30,000 


per average oflice employ ec in salary, 
floor space and general overhead, in 
inv LO year period the normal 
period during which ofhice furniture 
is charged off the books. Wouldn't it 
be a wise investment to provide that 
ood office “tools” so 


i- fo tnerease your return on the 


( mployer with ¢ 


S50.000 fined expense? 

It will probably cost between 1 
ina of this fined ¢ \pense to com- 
pletely re equip sour office with good 
metal offiee furniture that would 
quickly pay for itself and provide 
Ing dividends thereafter 

(ret the facts so vou can decide 
whether good metal oflice furniture 
would be a good investment for you 
Call vour local GF distributor or 
write The General hire proofing C.o., 


Dept. A Youngstown |, Ohio 


GENERAL FIREPROOFING 


Metal Business Furniture 


Foremost in 


METAL FILING 


FOUIPMENT + GPF STEEL SHELVING 


)) 
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Now Ready! 


[dienes Crone Reged 


Wl Ways to Reduce 
EMPLOYEE TURNOVER 





Special Get-Acquainted 
Offer! 


This new Dartnell staff report gives 
detailed about tested 
methods others find effective in select 


information 


ing, indoctrinating, training, compen 
supervising office and 
Each plan helped 
some company to reduce employee 


sating, and 
other employees 


turnover and build esprit de corps 


Since it now costs from $500 to 
$1,500 to hire and train a capable 
replacement, anything an employer 
can do to hold employees on the job 
is important. lt offers management a 
feal opportunity to save thousands 
of dollars and, at the same time, 
Strengthen employee relations 


101 Tested Plans to 
Reduce Employee 
Turnover 


Partial list of contents 

—Picking applicants most likely to “stay put 
Getting the new employee off to a good start 
Gearing salaries to job performance 
A promotion policy that employees appreciate 
Use and abuse of employee attitude surveys 
How to make oa recreation program pay off 
Ways of recognizing length of service 
Making employees feel they ‘belong 

When a valved employee wonts to quit 


The problem of the older employee 


This 80-page 8'/2- by 11-inch report 
included without extra charge with 
a new subscription for 15 issues of 
AMERICAN BUSINESS ot the regulor 
price of $5 
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Since every one of those unit 


cards in the tub file is punched 
from the standard master card, and 
the figures tabulated from them are 
grocer 
those 


absolutely accurate the 


receives 


knows that if he 


goods, the corresponding figures on 
r 


his invoice are an accurate reflec- 
tion of what he should pay 

Until we adopted the punched 
billing 
source of 


card methods, our proce- 
dures were a constant 
difficulty for us, and of irritation to 
our grocer members. Under the old 
system, the clerks wrote up the 
orders in the main office in long- 
hand, using numerous abbrevia- 
tions, some of which were pretty 
confusing 

Despite constant checking, errors 
were frequent, and at our monthly 
meetings, members complained 
about the inaccuracy of invoices 

Auditing under the 
old system took many hours, and 
even after the orders were sent out, 
our members caught mistakes in 
the days or weeks that followed 
Now, with one girl handling the 
controls and the auditing, all but 
occasional human errors are elimi- 
nated, and the staff and our grocer 
members are relieved and highly 
pleased with the results 

With our close inventory control, 
we are able to feed the extra sup- 
plies we will need to the warehouse 
rapidly enough to fill the orders 
that are to be tabulated. This has 
concentrated order-picking and 
shipping, and, in itself, has saved a 
great deal of time 

Formerly, 7 full-time warehouse- 
men and 2 half-time helpers—the 
equivalent of 8 men-—-were em- 
ployed. Now we employ 5 men, in 
spite of a 50 per cent increase in 
volume; thus we make an actual 
saving of 3 men. Even at $1.00 an 
hour, this saves $120 a week. This 
alone will pay for our tabulating 
investment in 3 years 

To handle this 50 per cent in- 
creased volume under the old 
method would require 11 men, so 
it is fair to consider that we save 
3 more men. This, again, repays our 
investment in 3 years 

Close-to-the-vest buying is a 
must in an operation such as ours 
But that does not mean we achieve 
it by cutting the “breadth” of our 
line. Instead, we try to maintain as 
possible and 


procedures 


complete a line as 
control by 
speeding This 
means that the allocation of scarce 


achieve satisfactory 


stock movement 
items is an important matter 
It is handled in a very nice way 


under the punched-card method 
The stores are divided into four 
classes, according to the volume of 
their purchases. One man is in 
charge of all scarce items. He re- 
tains the punched cards for them 
and distributes them equitably be 
bind the name cards of the stores 
prior to the scheduled pulling date 
for the items they ordered 

Our buyers have kept the stock 
on scarce items down to 25 or 30 
units each, for an average of be- 
tween 1,500 and 2,000 items in our 
price list order blank. Under this 
plan, the allocation of these items 
has been greatly simplified, and 
everyone is satisfied that it is done 
fairly and squarely 

Ordering is made easy for the 
store by the 20-page printed weekly 
price list order blank, listing the 
items with description, pack, size 
and price. The letters ‘‘T. O."' in the 
order column signify “temporarily 
out.” 

The standard item number order 
carries through the pulling of the 
cards, the tabulating of the order- 
invoice, the packing of the stock 
and the checking by the customer 
upon receipt of the goods 

The office copy of the order is 
filed by the cashier in an accounts 
receivable folder by store number 
and name. It is removed when the 
remittance is received and filed in 
the permanent file 

The right-hand 4 inches of this 
office copy corresponds to. the 
grocer’s receipt, but contains the 
standard cost of each item. This is 
retained for sales-analysis records 

Orders in the first 3 months after 
our start with the punched-card 
plan increased 15 per cent. The size 
of the orders has increased to an 
average of $180 each, bringing the 
total volume up 50 per cent. The 
volume averages $100,000 a week 
We utilize the same 11 clerks in the 
order and invoice department as be- 
fore the punched-card system was 
adopted. These same clerks can 
handle another 50 per cent increase 
in volume over the old figures, to a 
total of $7 million a year. 

When we adopted this plan, we 
thought it impossible to increase 
our volume without the addition of 
another warehouse. The streamlin- 
ing of our whole procedure con- 
vinces us that we can add another 
50 per cent to our old volume with- 
out additional warehouse space. We 
know how easily the present 50 per 
cent increase has been accomp- 
lished with three less warehouse- 
men and no additional clerks. 
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ONE Culp. Uptl [On 
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To bring this bit of steel wire from the iron mines to your desk required 6577° 
paper forms; 37 per cent of industry's time is spent in paperwork, analysts say. Probably 
much the same is true in your business. Still, there is a tendency to hunt in the 


factory for economies and speed-ups, letting paperwork “just grow” —overlooking a 
tremendous opportunity to make payroll and plant investment far more productive. 





Paperwork can be a clogging, costly thing—or with DITTO One-Writing 
Systems it can be a production tool which cuts out expensive delay 

aod error, releases employees for creative work, coordinates and speeds 
action throughout your entire operation 


merican industry dipcnds on 
c-wriling systems / 


In these days of defense pressure and 
heavy paperwork, large companies and 
small declare that their DITTO systems, 
machines and supplies are more than 

ever essential for their peak efficiency 
Today's greatest economies and betrerments 
are to be found in paperwork. 


Ask for specific data showing how the 
DITTO Payroll, Production, Order-Billing, 
Purchasing and other systems definitely 
streamline your paperwork and bring 
benefits all down the line. No 

obligation, just write. 


The new DITTO D.45 
om of Se OHre * Estimated 


Systems Machines 
TM Ree U.S. Pot. OF 


DITTO, Incorporated, 2275 W. Harrison Street, Chicago 12, Illinois 
Serving You From 255 Cities in the United States and Canada 
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When Standard Rate & Data Service moved from Chicago to Evanston, publisher 
W. E. Botthof decorated one wall of his office with a photomural of suburb 


Ouercoming Objections to 


Moving to Subur 


By Marilyn French 


Direct and indirect lighting comes 


from fixture in the directors’ room 


HREE objections sometimes face SRDS recently moved from Chi 
| sinesses interested i ‘local cago to suburban Evanston, which 
ing in the suburbs is chiefly residential property 
away from cities, other companie When SRDS opened its doors for 

» experience of public inspection in April, the Ev- 
Data Service, Inc., help anstonians were the first guests 
Botthof, founder and About 200 townspeople toured the 


publisher, offers several pointers building, watched the printers 


These three secretaries are in the same large office area, but glass parti- 


Diebold Carcineer wheel-type file 
orated with plants lend a sense of privacy to each space 


houses 5,500. subscribers records tions that are dex 
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Latest, most 

versatile of the 
revolutionary Sensimatic 
Accounting Machines 


Here is an amazing new model of a business tool that 
meets squarely the need of business today to get more 
things done in less time. On every count —speed, flext- 
bility, ease of operation, range of application, dependa- 
bility and price—the Burroughs Sensimatic 300 can 
stand the most critical comparison, 


Because the Sensimatic 300 remembers as many as 
11 different figure totals at once, it’s equipped to handle 
the most complex accounting Operation facing your 
business. Yet this machine is so amazingly versatile 
that it will handle even the simple applications prof- 
itably. It’s ready for any job at the turn of the job 
selector knob. And, with all its exclusive features, the 
Sensimatic is compact, easy to operate, and economical 
to buy. 


Call your Burroughs man today. Ask to see a demon- 
stration of the superb Burroughs Sensimatic 400. 
You'll find the Burroughs office nearest you listed in 
the yellow pages of your telephone book. Burroughs 
Adding Machine Company, Detroit 32, Michigan. 


WHEREVER THERE'S BUSINESS THERE'S 


Burroughs 
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Why the Sensimatic is more 
versatile The c 


Why the Sensimatic is faster 


perat ec Se 


Why the Sensimatic is easier to operate... Every 0; 


a t et plife to re re 


Why the Sensimatic costs less 


2 ee 


esipg 


other great Sensimatics to help 
America get things done! 


AD cw 


Sensimatic 100 with 2 totals Sensimatic 200 with 5 totes 








work d had refreshments in the 
director OOTT omments showed 
that SRDS had Evar 
approval 

The three 


owners having a business firm as a 


eal of 


prospective neighbor are interested 
in are: (1) The final appearance of 
the proposed building, (2) off-street 
parking facilities, and (3) whether 
there will be machinery or other 
signs of manufacturing activities 

SRDS aimed to please the people 
in the community. First of all, the 
company believed that a modern 
building can become a welcome ad- 
dition to a suburb. Good architec- 
ture and landscaping also enable 
employees to work in better sur- 
roundings. As a result, the $750,000 
SRDS structure designed by Maher 
and McGrew of Evanston has been 
called a show place. Face brick, 
stone, glass, and steel make up the 
exterior. The imposing front en- 
trance has a three-story marble ro- 
tunda, illuminated by 
fluorescent lighting 

Ample parking space was also 
considered. Concealed by  shrub- 
bery, a parking lot behind the 
building keeps employees’ cars off 
the street. As a final touch, climb- 
ing roses cover the fences next to 
residential property 

To hide signs of manufacturing 
activity, SRDS placed its produc- 
tion facilities underground. Here, 
more than 2,000 pages of advertis- 
ing rates and data are printed each 
month for its 9 publications 

While the building satisfies the 
neighbors, the 98 executives and 
employees are even more pleased 
with it. Their new quarters are air 
conditioned, with separate zone 
controls in each office. Floors are 
covered with rubber tile, and offices 
for more than one person have 
acoustical ceilings. For variety, dif- 
ferent have been used in 
each room. The general offices have 


recessed 


colors 


glass partitions above waist-high 
dadoes. With the exception of filing 
cases against the walls, all equip- 
ment is low, to leave the view from 
office to office unobstructed 
Executive Office Interiors Com- 
pany, Chicago, designed and fur- 
nished the executive offices to speed 
each man's work and to suit his 
personality. Publisher W. E. Bott- 
hof works at a table of Macassar 
ebony, with back desk and _ side 
walls to match. Besides the over- 
head lighting, spot lights illuminate 
the work table. A. colored-button 
system signals his secretary that he 
has a visitor, is free to see one, or 
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its to be “rescued.” Special fea- 
ure of the room is the real fire- 
place. The stone-topped coffee table 
matches the mantel 

C. Laury Botthof 
tichard A. Trenkmann 
publisher, work in equally modern 
and efficient offices. For 
the president's table and desk, as 
well as the back-wall paneling, are 


president, and 
assistant 


instance, 


of Japanese ash 

The directors’ room is well ap- 
pointed. Special fixture 
gives both direct and indirect light- 
ing for the directors’ table, which 
has telephone plug-ins at each end 
The heavy carpeting is laid over 
sponge-rubber, recessed in the floor. 
In one wall, paneled doors swing 
out to reveal a screen for showing 
films and slides, while bookshelves 
line the opposite wall. On another 
side of the room, draperies cover 
the entrance to the directors’ pri- 
vate dining room. An electric kitch- 
en is used for preparing meals or 
for catering service 

In a lunchroom for employees, 
SRDS supplies coffee for everybody 


overhead 


during the morning and afternoon 

One of the most attractive spots 
in the building is occupied by the 
three executive secretaries. Glass 
partitions with plants 
separate their working spaces. At 
modern desks with spot lights, 
these women use electric typewrit- 
ers and Dictaphone Timemaster 
transcribers. File cabinets are re- 
cessed in the wall 

Evidence that the top men have 
thought of everything in their new 
building is the third-floor “pent- 
house."" Here they can hold meet- 
ings or put up an out-of-town visi- 
tor. Besides the double divan-type 
bed, the room has a real fireplace, 
which has a crinkled, wood-grained, 
stainless-steel mantel, and facilities 
for serving refreshments. There is 
an adjoining bath. 

All in all, the new offices and 
plant should satisfy everybody con- 
cerned. Rather symbolic of the mu- 
tual adoption between SRDS and 
the suburb is the photomural of 
Evanston that covers one wall of 
Publisher Botthof's office 


decorated 





Secretaries for executives of the M. F. Patterson Dental Supply Company work 


along ‘executive row'’ 


with partitions for partial privacy. The girls fill in for 


one another during vacations and other times when one of the group might 
be absent. Similar partitions are used throughout the offices, dividing the 
space into departments but, at the same time, facilitating the flow of work. 
One of the 100 Best Offices in the current series, Patterson Dental designed 
its own offices after buying a building formerly used by a check printing busi- 
ness. Since moving into the building 2 years ago, Patterson Dental has not 
moved a single major piece of equipment, a testimony to early careful planning 
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America’s newes | 


Revol 
office I C 


the 
completely 
new 


Diebold 
Portable 


lucroriin 
camera 





LOW COST + PORTABLES 

















LOW, 
LOW 
COST 


PORTABLE 
WEIGHS 
20 LBS. 


HUNDREDS 
OF NEW 
USES 





ized microfilm 
idvantages of 
| Gusiness. 


SITS ON ANY DESK... 


MICROFILMS FASTER 
than any operator can feed 
bills 


ards or ther dox ments 








camera that ; 
icrofilming tf 
lage or sina 


AUTOMATIC 
FILM MAGAZINE 
LOADS IN 

SECONDS 
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FLO-MOTORIZED 
bf FOR 

| AUTOMATIC 
| OPERATION 









HANDLES 
MIXED RECORD 
WEIGHTS AND 
1743 














Get the complete facts 
today... detach: and mail 






this card for a preview 
of this remarkable new 







development 












: 
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complete 
line of 
Flofilm cameras 








Mail this card today 
for a preview of 


this new microfilming 


SUSTINESS REPLY CARD 


DIEBOLD, INCORPORATED 


2003 Mulberry Road, S. E. 


Canton 2, Ohio development 











Makes Copies 
Quicker 


SALESMAN for the Automatic 

Electric Company wrote a let- 
ter from Los Angeles recently, ask- 
ing for technical information from 
the Chicago offices. The salesman 
had an order from a large aircraft 
manufacturer, but certain items in 
the order needed to be clarified 

When the letter reached the Chi- 
cago offices, it was routed to several 
different people who could answer 
the questions. Each man quickly 
wrote the information required of 
him directly on the letter, and the 
letter was then automatically du- 
plicated in a matter of seconds. 
The original letter was rushed back 
to the salesman, and the Chicago 
office had plenty of copies for its 
records. 

Several months ago this same let- 
ter might have caused some confu- 
sion in the Chicago offices of Auto- 
matic Electric, and the salesman 
would have been lucky to get the 
information in several days. Reason 
for the lack of delay now is the 
addition of decentralized duplicat- 
ing facilities. Without this new sys- 
tem, the salesman’'s letter would 
have had to be answered separately 
by each man providing the informa- 
tion, so that carbons could be re- 
tained. The salesman then would 
have received several letters in 
return instead of the original order 
with its notations, and mistakes 
might easily have slipped through 
when the technical information was 
typed. 

Automatic Electric’s new decen- 
tralized duplicating facilities were 
added because of the delays and 
extra work formerly involved. Pre- 
viously, every piece of paper to be 
copied went through one person, 
who channeled it to either of two 
duplicating sections. Often as much 
as 2 or 3 days were required to get 
copies. 

With the additional facilities, cer- 
tain types of duplicating work that 
formerly required days are now 
completed in a matter of seconds 

The heart of the decentralized 
facilities is a series of Apeco Auto- 
Stats, duplicators that turn out dry 
copies in less time than originally 
was needed to write out a rush du- 
plicating order under the central- 
ized setup. There are more than 
half a dozen of these machines 
in Automatic Electric's Chicago 
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Found! 


Someone who likes 


to lick stamps ! 


® But not even a kitten would like a 


steady diet of licking and sticking 
stamps... Few people do. Nobody has 
to any more, because even the smallest 


office can afford the DM 


® The DM isa little desk-mode! postage 
meter prints postage, any amount for 

any kind of mail, directly on the envelope 
And prints a dated postmark at the same 


time, and your own small ad, if you like 


® Anybody can learn to use a DM ina 
few minutes 
postage needed, press down the handle 
and your meter stamp is printed. There 
is also a moistener for sealing envelopes 
And it even provides parce! postage 


just dial the amount of 


= PITNEY-BOWES ~— 


©) Postage 2ox2s%." 


Please send free 


— 
~ 
eter =~ 
§ Offices in 9 cities in 
U.S. and Canada 


Firm 


Address 


The DM can be set for as much postage 
as you want to buy at one time. It protects 
your postage from damage, loss, theft 
And shows the amount of postage used 


and on hand, on visible registers 


This postage meter does away with 
idhesive stamps, the nuisance of stamp 
Sticking... makes postage available always 
when you need it, It saves time and effort 


in mailing, and usually saves postage! 


Don't do without the DM any longer 
ask the nearest Pitney-Bowes office for a 
demonstration in your office, or send the 
coupon below for the free illustrated 


booklet today ' 


FREE: Handy wall char 


lasses of mail, comple 


St., Stamford, ¢ 
DM booklet 








Sove upto 5% of your loot space! § 


—— > 


f several possible 
eak irrangements 
wit! the new rour- 


- ‘ X 
with monary in-One’’ Desk Unitizer. 


bé * j - . 
An office employee at Automatic Elec 
= bal tric makes copy on new Apeco machine 


MORE DESK ROOM. Saves lito 51 MORE ECONOMIES. Permits reduc- olfices, and almost any office en 
of floor space, provides room for tions in number of telephones, ployee can use the Auto-Stat 
additional personnel without in waste baskets, distributors and guest A typical installation is in the 


creasing floor area chairs needed. sales department There Office 
MORE EFFICIENCY. Permits employ FITS ANY FURNITURE. Partitions and Manager G. H. Reimers is in charge 
ees at separate desks to work in shelves match all desks. Easily in of the unit, and he personally 
semi-privacy and without distra¢ stalled without harm to furniture. trained about 36 people to run the 
tions. Reduces office traffie and USED BY LEADING CONCERNS torelieve machine. He demonstrated the op- 
congestion. Specially designed crowded office conditions and keep eration to groups of 5 or 6 people 
translucent frosted partitions in floor space at a minimum. Popular and then watched while each of 


crease amount of light on desk tops with employees. them produced one copy. Now the 


i » is available to anybody in 
FOR FULL DETAILS AND PRICES, WRITE machine is available anybody ir 
the office, and there is no problem 


KRAUS COMPANY caused by having so many people 


trained to operate the machine 
STEVENS POINT, WISCONSIN : , 
Mr. Reimers said his departmen 


makes on the average of about 150 
copies daily, although this number 
runs as high as 300 copies on some 








days. Such things as correspond- 
ence, special orders, Government 
Where to Eat (> orders, sketches, and photographs 

ANUS are reproduced, and any one of the 


The Pocket-Size Guide to Py a 33 girls in the office can handle the 
America's Favorite Restaurants job. As each job is completed, the 
operator lists the number of copies 
produced and the name of the 
operator 

Before installing the Auto-Stat 
Mr. Reimers had considered turn- 
ing the duplicating job over to one 
special feature is a separate listing of the fifty person, but that idea was thrown 


Selected by the votes of 100,000 businessmen 
newspapermen, gourmets, and others who know 
their way around, WHERE TO EAT lists over two 


thousand of the best eating places in America. A 


most popular restaurants in the country out because personal preferences 
might be shown, and it would be 
Send $1.75 direct to the publisher for a copy postpaid by return mail too easy to “pass the buck.” As it 
stands now, the unit is available as 


THE DARTNELL CORPORATION, 4660 Ravenswood Avenue, Chicago 40, Illino’s oer or hero de ih ntainaday? oesmtie 


basis 
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Theres a big difference 


in business forms, too ! 


It's the difference in how they work 
—for you. Standard Register comtinu- 
ous forms work so that business machines 
can produc e continuously produc € ac- 
curate, legible multiple-copy records at 
lowest total cost. That's guaranteed spe- 
cifically—it's how these forms are made. 

Standard Register forms work to di- 
rect and control your business operations 
better. That's because our Representative 
expertly analyzes your system require 


ments. With his services... with Stand- 


ard’s forms and devices you can 
readily have the best procedure the 
simplest process of writing records — the 
most ethcient form design 

That's why Standard Register forms 
are eliminating needless waste, saving 
untold thousands of dollars, for 93 of 
America’s 100 largest companies and 
65,000 more. How about vours/ 

Phone The Standard Register Com 
pany in your city. Or write us at 607 
Campbell St., Dayton 1, Ohio 


STANDARD REGISTER 
Labor-Saving Business Forms and Devices 


ORIGINATORS OF MARGINALLY-PUNCHED CONTINUOUS FORMS 
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PAPERWORK SIMPLIFICATION. Whot 
happens when better business forms 


ore scientifically applied 


Now! “Non-Stop” Typing 
of Continuous Forms! 


Ever notice the 


takes pk 


© the proper line 


or to the neat wri 


The Automatic 
Line Finder eliminates this 
typing interruption! 


A “VERTICAL TABULATOR.”’ This 
girl can type continuously. Here is 
how it works 

one form or typing 

how many she bh typed) she 
simply pulls the lever of the Auto 
matic Line Finder. The forms advance 


avtomatice re) next writing 








Audit System 


The Dartnell Sales Manager’s Handbook Cate Caste 


Forty-eight sections—1,150 pages—covering every detail of 
operating a sales department. It will provide the answers to 


By W.E. Reitz, Jr. 


Executive Controller, The Hecht Co 
Washington, D. C 


your questions on sales 
policy and sales super- 
vision. Price $10.00, 
plus postage OW big can a store get without 
loss of efficiency. To what point 
in volume expansion can expense 
percentages be maintained? 

This is what The Hecht Co., 
Washington, D. C., faced in its sales 
audit department back in the mid- 
dle 1940's. Sales volume was stead- 
ily expanding. To keep pace, the 
sales audit department had to grow 
larger and larger. Our manual-tally 
audit system had become cumber- 
some, unwieldy, and costly. The 
sales audit department was running 
as much as 3 weeks behind schedule. 
We had exceeded the point at which 
volume could be absorbed efficiently. 

A mechanized-tally audit system 
was the answer, but machines on 
the market were prohibitively ex- 
pensive and inadequate for our 
needs. So in 1947, in collaboration 
with the National Cash Register 
Company, we designed our own ma- 
chines. By November 1948 we had 
put 10 machines into operation, plus 
a mechanized-tally audit system 
that broke down our huge opera- 
tion into 10 manageable parts 

Each machine handled one-tenth 
of the store’s sales transactions. 
Each operator was assigned a block 
of departments for which she would 
give the complete totals for sales, 
taxes, discounts, and related infor- 
mation on aJl sales transactions. 

These 10 small, efficient auditing 
units gave us a flexible, expandable 
system that cut operation costs as 
annual, money-saving it assumed a growing work load 

Whether you Sales volume could continue to ex- 
it will pay you t pand since, within each unit, labor 
distribution could take up the extra 
will be load 

In the 4 years the machines have 
been in operation, the 21 per cent 
increase in sales transactions have 


THE DARTNELL CORPORATION 


4660 Revenswood Avenue Chicege 40, Illinois 








Stock Up and 
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WORKING 
PAPER 


DURING THE 


Pally, 


“Buying Pool” 


May | to July 31 











Order for the entire year! You get a 


volume discount on finest quality work 





ing paper by pooling your order with 
thousands of others during this big 
s or 3000 

e your cntire 
year’s needs and save money on every pad 
uur order, placed before July 31 
we October 15 


ond paper. Pen ruled 





AY unifor iN 1 ink 
Send coupon below for Hadley 1952 “Buying Pool” price list 


Use This Coupon to Check the Savings 


Charles 8 Hadley Compony 


lone 
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been paralleled by a 9 per cent de- 
crease in sales audit payroll 

Hecht Co.'s sales audit is central- 
ized at the Washington store where, 
at the present time, a daily aver- 
age of 16,000 to 17,000 sales checks 
are handled for the Washington, 
Silver Spring, Md., and newly 
opened Parkington store in Arling- 
ton, Va 

The principle of the manual tally 

Contmued on page 4 
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PLASTIPLATES deliver vital fact-power to Business 


... helping to plan for 


tomorrow! 


@ Charts, reports, bulletins 
information vitally 


the mountain of 
needed by business and 
industry in planning wisely for the future 
this important material flows from the Okla 
homa Planning & Resources Board to business 
in a never-ending stream, faithfully reproduced 
by Remington Rand Plastiplates. 

The overall excellence of results and great 
durability cited by the Board are inherent 
qualities of Plastiplates. You get outstanding 
results because Plastiplates’ plastic, “‘no-grain” 
surface makes them the nearest thing to stone 
a 


\ 
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FREE PLASTIPLATES AND DESCRIPTIVE 
FOLDER ... YOURS FOR THE ASKING! 
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lithography f ffset duplication today 


You get great long, uniform runs 
because thi surface is actually 


base. With Plastiplates 
ation to field 


factories, and home office personnel is 


bonded to a tough pulp 


the flow of inform your customers 


offices 
uninterrupted, quick and good-looking 

Find out today how you can harness Plasti 
plates’ speed, convenience and quality to the 
“information distribution” phase of your busi 
ness. We will gladly send you 3 FREE Piasti 


plates, so you can compare results 


Room 2312, 315 Fourth Avenue, New York 10, N.Y 
Please send me 3 free PLASTIPLATES Direct Image | Photographic 


Plastiplate folder (DS € 
Mode! No 


typewriter with a 
[} Carbon Paper Ribbon 


Name 








seanoea sever vr’ Union Simplifies Bookkeeping 
With Card File Units 


F all t S. ind le al i ve 
is probably > mos rrati may contir yi 
t I nion $1,000 


Whether t ish rul r vege which Keep in f¢ » his 
life insurance and $2,000 accidental 


i 
rt 
Re 


1e% IC’ 
These applicat 


»bot-Kardexes. | 


1.000 cards. The 


il pp 


Hook keeping however ind 


FATAL ke AE PT JT UP/ ‘ ’ a ae v ba ' R OOO 


necessary fron S le Ww pr 


cards into ei 


cause it has about 50,000 


some of them active, t 


people who worked 
short time in the ustry and 
since dropped ¢ 
turned to empl 
The union nov 
its files of inactiy 
cally, probably 
microfilm these 


BUT JUNIOR KICKED IT OUTS | ee then about ga ie 


ites processing e: 


count, compared t 


SUCH BIG SAVINGS! 


WOrkKS 


auring 


from plant to plant dur- 


) e Wwe’ Ss i “ « \ ria\ ~ iT 
Form Design aarti Raney mami wi mow foun sie 
ied =) i " ( mbershiy ing } iwle month. Occasionally, a 
| ! ! f , 1“ works in three different 
canneries within a 30-day | 
‘ahneries. There are three in This means a slip will come from 
rtant sti tics on this card: (1) each cannery, showing how many 


SHO VO Member ame and social security days the member spent there. This 


‘mbership num- information— his paid-up dues nota- 
is book num tion--is entered on the reverse side 
y the mem- of his membership card. The re- 


by the verse side has space for recording 


TRLLMAN ROBBINS & Ce an ms a : a works. This dues payments from 1951 througt 


la Better Business F s. f ers a \ ‘TT greatly simplifies 1962. Thus, a member's card, if he 
Filing Equipment since 1912 the i ountin remains active during the next 10 


i 
Superior St., Chicago 10, Ill er Iso at importan years, will probably remain per- 
files 
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Koka Fue Svceh. 


akeloltiiclamatiaulhitia: 


Patents Pending 


choose the arrangement Just right for you! 





Rock-a-File MODULAR—the versatile 


' + 
office furniture. Precision-engineered for complete if | Arrange it 
interchangeability to suit your individual taste and a | Yourself 


personal working habits. 


Here is comfortable, working efficiency com- 

r ; ; — oF * to fit your 
bined with smart, modern appearance that is eco- office 
nomical, too. A complete Rock-a-File private-office bh ° to Mt your 





interior actually costs less than a good steel desk, needs 


table and four-drawer file cabinet combination. 
Any combination of Rock-a-File MODULAR 
units—desk, file, bookcase, waste receptacle, type- 
writer cabinet, corner cabinet and shelf storage 
cabinet — easily connect to companion units to best 
fit your office space. 
Steel construction throughout, available in gray 
or walnut finish —also available in wood with natu- 
ral walnut finish. — 


WRITE TODAY. Sa) ROCKWELL-BARNES COMPANY 


35 East Wacket Drive + Chicago 1, Ifl 


4 





for catalog and name of nearest dealer 
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Audit System Cuts Costs 


/ / 
mfinued ’ page 


the aily listing of sales checks 
in numbered sequence on an en 
velope containing the sales checks 

was retained. As formerly, each 
sales clerk turns in, at the close of 
the day, a tally 
amount of each sale, other than 
cash, and the total for the day 
When all tallies for a department 
are gathered, the day's sales for 
that department can be determined 


recording the 


Tally envelopes and sales checks 
turned in by sales clerks in the three 
Hecht stores are received daily in 
the sales audit department where 





they are first sorted into two group- 
ings (a) 0-day 
C.O.D., will call, 
payments 

Each grouping for each depart- 
ment is now ready to be processed 
in the NCR machine where one de- 
partment is computed at a time and 
gross amounts established for 30- 
day accounts and all other types of 
accounts. The net sales figure is ob- 
tained from the machine after taxes 
and postage have been deducted 

The 30-day account sales checks 
are then put through the bank proof 


accounts; (b) 
paid, deferred 





PUSH-BUTTON MULTIPLICATION 


sends figure output soaring 
EASIER-SURER- FASTER 


Siace more than half of all calculator 

work is multiplication. experienced office 

workers everywhere choose the calculator that 
multiplies easier, surer, faster The 
Marchant Man in your phone book will 
prove this by a demonstration in your 
office call him today 


Mai this Coupon eith y 
Guidt TO RN I RING METS 
HLUSTRAT tf) * ag MARCHAN A aTor 


OARLANO @, CALIFOMMIA 


40) 


PUSHBUTTON MULTIPLICATION 


OD Enter muitic 


2) Answer appears simultaneously 
as multiplier is entered in 


| Automatic Multiplier row 


and in keyboard 


Mm 


MARCHANT CALCULATING MACHINE COMPANY 


machine, where one total for these 
checks is broken down into 16 
cycles, or the alphabetic billing 
cycles, to which they apply. The 
daily sums of the 30-day accounts 
rendered by the accounting machine 
and proof machine must agree. The 
proof machine total serves as a 
check on the accounting machine 
total 

The totals for the other division 
(will call, C.O.D., deferred payment, 
and paid) are obtained similarly on 
the accounting machine, and must 
prove by total of each group with 
the total from the proof machine. 

Daily cash sales are entered on 
the cash register account from the 
machine tape. The amount which 
each clerk is responsible for is 
checked with the sales audit de- 
partment by the cashier. 

All sales checks next move on to 
the receivables department where 
totals are entered in a control book. 
The 30-day account sales checks are 
broken down into a finer sorting in 
preparation for filing. 

At the Authorization File, 30-day 
account sales checks are put in the 
customer's ledger card account 
until time for billing. Under cycle 
billing, with its different letter for 
each day of the month, the customer 
is billed on his established day for 
amount due after cash payment 
returns, and amounts of sales have 
been balanced. 

The audit machines have elimi- 
nated one of our greatest problems 

the hiring, training, and reten- 
tion of skilled calculating machine 
operators. The training period of 
calculating machine operators un- 
der the manual system was a long 
one, with the question of retention 
after skill had been achieved an 
unanswerable one. Pay was high, 
and skilled calculator operators 
were at a premium 

Today our accounting and proof- 
machine operators are trained with- 
in a week. At peak periods, night 
operators can be brought in on a 
part-time basis, and the machines 
kept running 12 hours instead of 8 

There are advantages in the or- 
ganization of the unit. All aspects 
of sales audit are headed by a re- 
ceivables division director who is 
responsible for the steady move- 
ment of the sales check from its ar- 
rival in the accounting division to 
its ultimate billing. All statistical 
reports for management are fur- 
nished by him 
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One of your 
wiles, «mst useful sales 
put i promotion tools 


ante deoee 


If sales promotion is your responsibility this 
Dartnell Handbook will prove an indispensa- 
ble guide, answering thousands of questions 
covering every detail of sales promotion. It 
gives you the experiences of hundreds of 
Another companies in such promotional activities os 
DARTNELL handbook dealer meetings, demonstrations, direct mail, 
sales leads and inquiries, sales manuals, con- 
for sales and ’ tests, preparation of literature, catalogs, and 
advertising executives mail-order selling. Regardless of the type of 
product or service you sell, you will find many 
profitable ideas you can apply to your sales 
program. 








1,100 PAGES OF SUCCESSFUL SALES PROMOTION TECHNIQUES 
ON SUBJECTS LIKE THESE: 


JOHN CAMERON ASPLEY New Business Development Store Displays and Promotions 
EDITOR Sales Promotion Organization Distributing Promotional Materials 
The Budget for Sales Promotion Consumer Advertising 
Sales Promotion Compoaigns Trade and Technical Advertising 
Sales Leads and Inquiries Store and Home Demonstrations 
Sales Promotion Letters Dealer Meetings 
Size 5 by 8 Inches. Forty Letter Improvement Programs Promotional Contests 
Sections. 1,100 Pages Catalogs and Price Lists State Fairs and Trade Shows 
Fully Indexed. Bound in Sales Promotion Literature Specialties for Increasing Sales 
Leatherette. Price: $10.00 Sales Manuals Training Dealer Personnel 
Plus Postage. Portfolios and Visvolizers Sampling and Coupon Promotions 
Mailing Lists Introducing the New Product 
Customer Service Programs Promoting Sales Through Wholesalers 


wn nnn n= == 


THE DARTNELL CORPORATION 

4660 Ravenswood Avenue 

Chicago 40, Illinois 

Send on 10-day approval a copy of the Dartnell 1,100-page SALES PROMOTION 
HANDBOOK. Bill at $10.00 a copy plus postage 

[_} Bill Company Bill Personally Check Attached. Dartnell pays postage 
INDIVIDUAL TITLE 
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CITY ZONE STATE 
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Training Executives to Train Their Successors 


promising, brilliatr well-trained pany customers » knew them of executive positions and what is 

and had been n assistal or on paper the manager knew needed to fill them 

nearly 10 year them personally and intimately 
What t wrong é y It is to avoid such situations as 

of the situati« revealed whi né this (and they are more common Before it can be decided that a 


than seems credible) that we need given man is to enter a program of 


Secondary Executive Inventory 


to get all the facts about manpower coaching, it must be ascertained 
down on paper, with a careful ap- what he has done, where he may go 
praisal of what makes the good in the future, and what his greatest 
men tick and why the poor ones fall deficiencies in experience, training, 
down. Then, to match this record or or personality may be 
inventory of executive personnel, For this record, get down on pa 
we need the second phase of the per facts such as 
program as outlined by Consoli What has each man done in your 
’ which an analysis company? 
What jobs has he handied? How 
| well? 
This picture can Why was he promoted? 
cut your office overhead. . What responsibilities has he shoul 
‘ dered? 

What results has he obtained at 
different levels? 

What has been his salary history? 

Has he had any serious failures on 
past jobs? 

What was his previous job record? 

Does he get along well outside his 
own department? 

What outside activities does he 
engage in? 

Is he growing? Taking any special 
training or study? 

Is he looking ahead to a career 
with the company, or keeping an eye 
peeled for other jobs? 

The answers, as fully and as ac 
curately as possible, to these que 
tions will help decide whether the 
man is a suitable candidate for or 
the-job coaching or not. Standard 
Oil Co. of California, like many 
other companies, has a special forn 
dealer who features for rec pt these tm ts, based 

largely on the opinion of higher-ups 
on such personality and character 
traits as: Knowledge of work, plan- 
ning and organizing judgment, 


met ———— : ‘ 
— ... if you see the 


mental alertness, initiative, cooper- 
ation, leadership, development of 
men, and work volume and quality 
Another company uses the fol 
lowing appraisal items in selecting 
candidates for coaching. They are 
extremely similar to Standard’s 
but the nomenclature is slightly 
different; performance record, per- 
sonal character, initiative, willing- 
ness to cooperate, ability to assume 
leadership, knowledge of profit 
principles, ability to decide, per- 
ee ae hen sonal ambition, emotional stabil- 
the cfeseitied section ity, foresight, health, teamwork 
telephone directory . 
Now, with the proper records on 


write f Tooling Up Your Office ag | 4 or every potential executive, it is nec- 
ness Bquiprmnent : 


METAL OFFICE FURNITURE CO, Grand Rapids, Michigan essary to grade them and select the 


For new ideas in office 5 
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men to be coached—decide who is 
to coach whe and how the coaching 
will be carried on 

For small companies, a simple 
plan is necessary. In fact, one large 
chemical company's manual on ex- 
ecutive development urges that the 
plan must be kept simple at all 
times, no matter whether the units 
are large or small 

Perhaps the best, most widely 
used, plan is to assign certain can- 
didates to certain executives, with 
a list of subjects to be discussed 
For example: Mr. A is assigned 
a vice president in charge of finance 
He is to report to the vice president 
once a week for a session of at least 
an hour. And the vice president is 
given a list of specific subjects to be 
discussed 

Another man, who may be 
headed toward sales administra- 
tion, may be assigned to a top-level 
sales executive for coaching. And so 
on. As the coaching proceeds, the 
various executives who are coach- 
ing discuss the candidates and de 
cide what other training they may 
need 

Occasionally it develops that a 
candidate needs intensive training 
of the sort that only a professional 
school can offer. In such cases, ar- 
rangements may be made to have 
the candidate take a night course, 
or some special course, at a nearby 
school. In other cases, it develops 
that a man may need training in 
special subjects in which other ex- 
ecutives are specialists. In such a 
case, he is passed on to another ex- 
ecutive. It should be pointed out 
that it is not always necessary to 
have a man coached by his immedi- 
ate superior 

Another important point is the 
necessity of taking into considera- 
tion the candidate's own prefer- 
ences. There is no point in coaching 
a man on the principles of higher 
accounting and pricing policies if 
he hates accounting to begin with 
At times, though, some coaching 
may be necessary to help the man 
himself determine which goals he 
wants to reach 

Group Coaching of Candidates 

Several companies in different 
parts of the country report that 
some success has been obtained by 
group coaching of candidates for 
executive development. At the Bar- 
ber-Greene Company there are sev- 
eral groups which meet regularly 
including a junior board of man- 
agement. Other companies use a 
lunch hour once a week for a meet- 
ing in which some top level execu- 
tive discusses company history, pol 
icies, future plans, current results 
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inserting Durographic Carbon in Model No 12 
Refoide:, one of several Autographic Register 
modeis. Durographic Carbon is made in 
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aluminum 
chairs 


When you buy FINE-REST 
you buy more than a chair— 
you buy eye appeal, top 
quality, durability, and a re- 
turn on your investment. Best 
of all, your investment will 


be surprisingly moderate. 


Why not write us for free 
descriptive literature and the 
name of your nearest FINE 


REST dealer. 
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subjects which tend t 
better 


other 

the younger men a 
grasp of executive problems 
Once-a-month dinner meetings 
where an executive leads a discus 
sion group, is another plan which 
ome companies have found suc- 
cessful gut none of these more 
formal plans are quite so important 
as that of an executive who has 
been trained to coach a subordinate 
egularly, thoroughly, yet infor- 
Many executives who have 
a vast knowledge of different 
phases of a business are not good 
teachers. The executive in charge 
f executive development should 
work with these executives and cut- 
subjects to be dis- 


mally 


line definite 
cussed, even though the discussions 
may be informal 

In every company, there is usu- 
ally an old-timer who is a sort of 
company historian. If he has execu- 
tive ability, he can be relied upon 
for coaching younger men in com- 
pany history——-not just a mere out- 
line of dates and developments, but 
a history in which 
growth are interpreted and ana- 


reasons for 


lyzed. The man or committee in 
charge of executive development 
must study executive manpower at 
the top to dig out and reveal talent 
for coaching, and persuade these 
executives to take a keen interest 
in the program 


Appraisal of Coaching Results 


Full success of a coaching pro- 
gram is impossible unless somebody 
keeps the score. Most widely used 
plan is periodical check-ups or rat- 
ings. These ratings can be revised 
against the original appraisal of 
each man. Where a man was rated 
low on initiative, he can be studied 
to see if, after 6 months of coach- 
ing, he has improved. Or if he was 
rated a poor cooperator, his imme- 
diate superior can appraise and re- 
cord any improvement which he 
may have shown. 

The big, important thing to keep 
in mind is that you are working on 
the replacement problem, and are 
doing something about it instead 
of trusting to blind luck that the 
right man will be available when 
needed. 





Spacesaving Ideas Relieve 


Crowded Offices 


Continued from page 11 


mailed from the home office to these 
agents. Each person in the home 
office would mail his own corre- 
spondence, never knowing how 
many other letters from the office 
were going to the same man. It 
often happened that 8 or 10 differ- 
ent envelopes would be mailed to 
the same agent. Now Mutual Serv- 
ice has a SorterGraph that is used 
to combine mail. All correspondence 
that goes out daily from the home 
office to the 800 agents is first filed 
in the SorterGraph, and one enve- 
lope is used for each agent. 

Mutual Service is not a business 
that rushes into a new system with- 
out some definite information on 
the expected result, and all these 
procedures mentioned so far were 
carefully studied and tested before 
being completely installed. A recent 
example of the way Mutual Service 
studies all the angles before settling 
on any one system or piece of 
equipment is seen in the purchase 
of dictating equipment. It was 
thought that the Edison TeleVoice- 
writer would be an ideal dictating 
instrument for Mutual Service's re- 


quirements, but before making ex- 
tensive installations, 10 TeleVoice- 
writers were tested for 60 days 
Then the people who used the ma- 
chines were asked to fill out a ques- 
tionnaire to show their reactions. 
After transcribing 81 discs contain- 
ing 824 letters, the users agreed 
that the machine was ideal for their 
dictating needs, and so Mutual 
Service will now fill any future dic- 
tating equipment needs with the 
Edison machine. 

Mutual Service followed the same 
pattern of “testing and then de- 
ciding” with its tabulating equip- 
ment. Remington Rand machines 
were found to fill the requirements 
here, enabling this department to 
accomplish an amazing amount of 
work with a minimum number of 
people. An example of the ease with 
which Mutual Service can handle 
its great number of records with 
tabulating machines is seen in the 
handling of premium notices. 

In one tabulating operation, three 
records are produced: (1) Renewal 
certificate for the customer’s own 
use, along with the premium notice 
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which must be returned with check; 
(2) renewal certificate for the 
agent involved, which is retained by 
the home office until payment is 
received; (3) and the lapse notice 
and agent's copy, both of which are 
retained until 3 days after the due 
date-—then mailed to the custome! 
if payment has not been received 

All this various information is 
automatically handled on the tabu- 
lating machines, and only a single 
master card for each policyholder 
is needed to work from 

Another file that Mutual Service 
maintains is a “suspense” file for 
holding premium notice copies until 
they are paid and lapse notices in 
case they must be mailed 

Since the insurance business is 
primarily one of service, Mutual 
Service makes an effort to handle 
its claims as quickly as possible. To 
expedite claims that come in, the 
home office has a type of auto claim 
that is called a “short circuit.” Set- 
tlement of this type of claim is 
made the same day the claim is 
received, and the payment and pa- 
pers are mailed to the policyholder 
the same day. These “short cir- 
cuits” are received with all the 
proper information, and they are 
generally for small amounts. They 
are seldom contested, and Mutual 
Service can process them in a regu- 
lar routine. These “short circuits” 
make up about one-third of the 
organization's auto claims. 

Like any other insurance busi- 
ness, Mutual Service’s paperwork is 
its biggest task. With so much pa- 
perwork involved, an unnecessary 
form here or an extra typing job 
there can mean the addition of 
more employees, forcing costs up 
Mutual Service, therefore, does not 
miss a chance to cut corners. One 
example of a little corner that was 
cut can be found in the method used 
for sending policies and identifica- 
tion cards to policyholders. Merely 
adding one typing operation to all 
the correspondence that must go to 
customers could mean a more stag- 
gering workload, and so a way has 
been found to save time here. 

Instead of addressing envelopes 
for mailing the policies and identi- 
fication cards, window envelopes 
are used. Identification cards that 
snap out from the remainder of the 
card are placed so that the cus- 
tomer’s name and address fit prop- 
erly in the window, thus serving as 
a mailing address too. There is a 
message for the policyholder that 
goes along with the identification 
card. 

While these various ideas in pro- 
cedure have been helpful to Mutual 
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ut copy-checking 


use your photocopy machine 


When reports or records are copied manually, copy-checking 
is usually necessary—which adds to the expense . . . but still 
doesn't eliminate the possibility of errors. 


The solution is simple: Let 
your photocopy machine serve 
all departments, Then the 
need for costly manual tran- 
scription and copy-checking 

is greatly reduced ,. . and 

100% accuracy is always 
assured. And, what's most 
important, you'll be 

dollars ahead. 


For the best photocopies use 
Kodagraph Contact Paper 


This new paper is made by Kodak 
for use in all types of contact 
photocopiers. It reproduces all 
documents in dense photographic 
blacks, clean whites ... with new 
sparkle and legibility. And it’s 
easier, more economical to use— 

no more split-second timing or 
trial-and-error testing. Order 
it...and see for yourse lf 


(o |(o |(o ro ) .% \A(o ) ae ‘als ¢ K asl f 
OCIEIC)E ire DO UU U Lele 
“‘THE BIG NEW PLUS’ IN THE OFFICE COPY FIELD 


Mail coupon for EASTMAN KODAK COMPANY 
wi i ; industrial Photographic Division 
ren Goats <a i Rochester 4, N. Y. 
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Service, there are other ideas that 
have been equally beneficial. On the 
personnel side, as an illustration, 
company officials like to see the 
average office employee get the 
same general consideration that is 
given to supervisors and executives 
Such a democratic philosophy is 
evidenced in several ways at Mutual 
Service. In the cafeteria, there is no 
special room or table or line for 
And each takes 
back to 


executives person 


his own tray the window 
when he has finished eating 

This 
Mutual 


executives 


would he 


philosophy is also seen in 


Service's working hours 
themselves agreed 


for 


wise the 
od example 


work on 


that it 
higher-ups” to set a gi 
in such things as getting to 
time and leaving the office at 4:30 
or after. Therefore, everybody from 
the 


down gets to 


top executive on 
work at 8 a.m. There are no officers 
straggling in 
often the case in companies 

This same democratic idea is fur- 
ther carried out in Mutual Service's 
policy on furnishing cars for field- 
The newest claim adjuster 
the model car as a re- 
gional sales manager 


from &8 to 9, as is 


SO 


many 


men 
gets same 

Other examples are found in va- 
cation and insurance policies. Every 
employee qualifies under exactly 
the same vacation plan and under 
the same group insurance and re- 
tirement plans. Mutual Service also 
pays the cost of school 
when a em- 
ployee's work has been satisfacto- 
rily completed 

In another of Mutual 
testing programs--this time 
the personnel standpoint——an 
tude survey was made of all 195 
employees in the home office. Im- 
mediately after this survey, a train- 
ing program for supervisors was 
held in conjunction with the Uni- 
versity of Minnesota, and then a 
second survey was made. Results 
showed that employee morale went 
up, respect for supervisors and 
their knowledge of the in- 
creased, and a more favorable gen- 
eral attitude was indicated 

Even with its many ideas for 
saving space and speeding up pa- 
perwork production, Mutual Serv- 
quarters are becoming more 
cramped. Plans are under way, 
however, for a new office building 
in St. Paul which is expected to be 
ready for occupancy in about a year 
and a half. The new building will 
double the amount of cur- 
rently available. An addition was 
made to the present building in 
1948 which doubled the amount of 
space then in use 


evening 


course related to an 


Service's 
from 
atti- 


job 


ice’s 


space 
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Bold Approach 
To Problem 


meant re-training operating 

sonnel and supervisory groups 

little job in itself. It meant pre- 
paring entirely new menus, and fig- 
uring costs and prices on a new 
basis. It meant determining from 
tests and research what could and 
could not be served on such menus 
Closer supervision would be needed 
at the start until the new system 
could become well established 

All these ange would, _ it 
seemed, take a lk f time. How 
ever, the plan actually got under 
way much sooner than was antici- 
pated by even the most optimistic 
By March 1, frozen meals were be- 
ing served on the Des Moines Rock- 
et on its 720-mile round-trip be- 
tween Chicago and Des Moines 

Since the greater the number of 
trains brought under the new sys- 
tem, the lower the over-all operat- 
ing costs, the plan was put into 
operation on most of the diners 
soon after the trial runs on the Des 
Moines Rocket proved successful 
Two runs still remain to be added 
but these are runs which do not 
come into Chicago. As soon as the 
sub-commissary stations can be set 
up at the proper points to handle 
frozen meals on these runs, they 
too will come under this “portion 
control.” 

A visit to the main commissary 
in Chicago shows a small crew of 
workers—-less than 10-——-preparing 
thousands of meals for Rocket 
diners. Containers of aluminum foil 
filled with the prepared food are 
wrapped in another sheet of alumi- 
num foil and then sealed against all 
contamination. After being dated, 
these sealed containers of food are 
stored in the big walk-in freezer in 
the commissary until required on 
the diners. They are then trans- 
ferred to the dining-car freezers 
without being exposed to changes 
in temperature which might result 
in loss of food 

Undoubtedly, the quality and 
tastiness of Rock Island frozen 
meals is due to the fact that each 
item of food is frozen separately 
Only after the individual packages 
of meat, potatoes, and vegetables 
have been heated and opened in the 
dining car kitchens, are the foods 
combined for the passenger's mea 
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Tabulate «- Duplicate 
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Use continuous Colitho Offset Plates or Readymasters in place of the 
ordinary paper in your tabulator and you can quickly duplicate the 
information when copies are required. You save tab time—do away 
with costly printed copy paper and your efficiency goes "way up 

You'll choose Colitho Plates if you have offset duplicating equipment 
— Readymaster if you have spirit or gelatin machines. Any form can be 
preprinted on the Colitho Plate, or Readymaster. Perfect registration 
is automatic. Your duplicating department uses only inexpensive, plain 
paper to turn out completely filled-in forms—any number you need 
accurately registered—clear and sharp. It’s the way to add more pro- 
ductiveness to vour working day 

For more information quickly, mail the coupon attached to your 
business letterhead. 
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AN EXECUTIVE CONFERENCE DESK 
DESIGNED SPECIFICALLY FOR TODAY'S 


WORKING EXECUTIVE 


This “man-sized’ Conference Desk by im 
perial gives lots of elbowroom to the execu 
tive who likes to work in comfort 

It's ideal, too, for staff conferences, inter 
views and genera all-around discussions 
where lots of leg room and ample desk top 
space is needed 

he Conference Desk is just one mode n 
the complete Wiltshire ne of smartly styled 
modern office pieces. A se the entire 


ne a! your deoler 


wiltshire modern 


by Imperial 


MEMBER 


Imperial 


desk company Write for Imperial’s Office Planning Kit 


uplete with floor layout, cut-outs of standard 


EVANSVILLE 7, IN DIAWA office units, decorating hints, ete, and ask for 


name of your nearest Imperial Dealer 
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GUARANTEE 


You CAN cut collating time and cost in your office Evans Gathering Racks are guar 
right in half. One pair of unskilled hands easily anteed to produce quicker and 
collates 3,500 sheets an hour from the Evans more accurate results than any 
Gathering Rack This means the work is done in other collating aid on the market 
half the time formerly required, and at half the SPEED with ACCURACY 

cos? 

Worker sits or stands, completing even the biggest 8 MODELS 
assemblies without fatigue One or more of the 8 models 
Of all aluminum, each section holds 500 sheets of will serve your particular office 
any size paper at inclined angle. For large gather needs 


ngs—-use two or more racks together. Racks co Sieue, 1ESeclen TY teats @ 
we ectic U 
apse for setting aside when notin use $25.00. 7 others, priced $11.00 


Thousands in daily use in offices large and small to $16.50 


See Your Dealer or Write: Evans Specialty Co., Inc, 405 N. Munford St., Richmond 20, Va. 











To further cut production costs 
the commissary mass produces cer 
tain items such as rolls, chicken 
pot pie, and cherry pies. Thus the 
commissary freezer always has a 
reserve of STOCK 
which the Road's 
planned. Eventually, 
land expects to meet all require- 
ments for some 5,000 meals a day 


onad day basis by the new system 


r 
of mass production per item 


Another ving in cost results 
from the comn mi able 
to purchase 
tageously Various 
bought during the ason when 
prices are low, and n 
use when out of season or when 
prices rise. It is obvious that a few 
cents in price can amount to a big 
saving on 5,000 meals 

The big savings in the cost of 
purchasing and preparing food for 
frozen meals is augmented by the 
elimination of the huge waste 
which prevailed under the old sys- 
tem. Previously, as much as 60 per 
cent of the food put on the diners 
was wasted. At today’s high prices, 
this is a whopping big item in any 
man’s language! Some of this waste 
was due to leftover, unusable food 

an impossible situation under 
the new setup. Some of it was due 
to the fact that “portion control 
was virtually nonexistent. For ex- 
ample, under the old method, food 
costs might vary on an average 
meal from 54 cents to $1.18, de- 
pending upon the skill and care 
used by kitchen crews. Also eli- 
minated is pilfering, which can and 
does add up to a _ considerable 
amount of money under the old 
system 

One of the really big savings 
stems from the opportunity to cut 
down on commissary inventories 
Rock Island's $50,000 inventory has 
already been reduced to $10,000 in 
just the few months the new system 
has been in operation. As the proc- 
ess is tightened up after the first 
year’s operation, further savings 
will undoubtedly be effected in this 
area. 

Since 52 per cent of the total cost 
of a meal on a diner went for labor 
under the old setup, the matter of 
labor costs came in for special ex- 
amination. Better use of manpower 
and equipment did the trick here 
The number of commissary em- 
ployees has been reduced. One of 
two results is sure to come from 
placing frozen, pre-cooked food in 
dining car kitchens—either substan- 
tial increases in traffic will justify 
larger crews, or, with the same 
traffic, crews may be reduced. How- 
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ever, unlike some roads, the Rock 


Island has not eliminated the dining 
car steward to cut costs. It is be- 
lieved that if top quality service to 
passengers is to! aintained, this 
is one labor cost item which 
ustified 

Elimination of the usual napery 
in the diners has also helped to cut 
costs as well as save time. Formica 
top tables, glass coffeemakers, dis- 
posable drinking cups and paper 
napkins all help to speed up service 
and maintain a clean, sanitary 
dining car. In fact, wherever costs 
could be cut without cutting service 
or quality, it has been done. One 
little item has been the substitution 
of small, colorful mimeographed 
menu cards for the large and ex- 
pensively printed menus which have 
been a standard item on dining cars 
for years 

Lower cost of food and service 
for the Rock Island has also meant 
lower prices and better service to 
Rock Island passengers. Under the 
new setup, there is less standing in 
line to get into the diner and quicker 
service once the passenger is seated 
Meals are now running about 15 per 
cent less in cost than the conven- 
tional dining car meals. For ex- 
ample, chicken pot pie is down from 
$1.90 to $1.50 and Swiss steak down 
from $2.50 to $2.00. Yet the food 
is of the same high quality, and the 
passenger gets even better service 
than heretofore 

Being a modern road with modern 
ideas, the Rock Island took another 
revolutionary step. When the new 
system was set up and put into 
operation, the Road invited officials 
and executives of other railroads to 
inspect the new method. These men 
came, saw, and tasted. They saw 
how the food was prepared, how it 
was heated, and served. They in- 
spected the commissary layout and 
processes. A far cry from the old 
days when each railroad jealously 
guarded its methods from the eyes 
of its competitors! 

“Portion control” seems to be the 
answer to the ever-rising food and 
labor costs, and the solution to the 
long unsolved problem of how to 
serve railroad passengers appetiz 
ing meals at the lowest possible cost 
in the quickest possible time 


Furthermore, J. D. Farrington 
has shown that no matter what the 
problem may be, there is a way to 
lick it if you get down to business 
and really tackle the job. There is 
no need to suffer constant loss ir 
operations just because there has 
always been a loss. By just digging 
deep enough you can come up with 
a solution 
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the whole office 
is fresh-4s-a-daisy 
Since we installed 


PENDAFLEX 
the newstyle 





OFFICE MANAGER: 


It's certainly good news to know that 
Pendaflex filing not only reduces labor 
costs but assures a happier state of 
mind in the filing routine. 


SECRETARIES: 


Filing at the end of the day takes 
no time at all—now that we've got 
Pendaflex. It's so easy we don't let 
filing pile up for weeks. 


No hunting and digging for papers with 
Pendaflex. They're right at hand! Tabs 
are always in full view, so records get put 
away in the right folder. And everyone, 
file clerk to president, can find them! 





Oxford Filing Supply C 
51 Clinton Road 
Garden City. N.Y 


Name 


Address 








loge ood ADU TAL RELA TUOS 


Every time | analyze a batch of ‘‘exit interviews,’ | am reminded that the failure of an 


employee is seldom due to his lack of ability. Analysis showed 84 per cent of these failures 


could be attributed to faulty human relations resulting in insufficient desire to work at the 


job. Yet, in selecting employees, industry still puts primary emphasis on ABILITY.—From 


the book “Successful Human Relations,"’ by W. J. Reilly, published by Harper & Brothers 





Willard Storage Battery office employees see film showing how product is 
made, and are then taken on tour of the plant to see manufacturing processes 


Office Employees Tour 


Own Company Plant 


‘ ! ill office workers of the 
Willard Storage Battery Co, Cleve 
land, Ohio, will have firsthand infor 
about how the 
regular plant tours 
are conducted by guides who present 
the highlights of the functions of Wil 
lard’s various departments and manu 


mation company's 


product is made 


, processes 

tours are not conducted at 
reguls intervals, but every other 
year or so, whenever a sufficient num 
ber of new people need to be intro 
duced to the 


esses. Since this vear is Willard’s 


manutacturing proc 
golden anniversary, it seemed espe 
cially fitting to arrange a tour of the 
plant Also, during the 
the Willard movie 
Storage Battery 
the office conference 
rhe film is 7 
tion on how a batters 
how it functions Cop. 
made availab 
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Western Electric Puts 
Crown on Queen 


This June, for the 2lst year, em 
ployees at Western Electric’s Haw 
thorne Works in Cicero crowned a 
Hello Charley” girl at an outdoor 
lunch-hour ceremony as thousands cf 
employees looked on and applauded 
Her picture will be printed on stickers 
that will be placed on Western Elec- 
tric employees’ cars this summer so 
workers can identify each other while 
on vacation trips 

How did the name Charley start? 
rhe custom of Western Electric em- 
ployees humorously calling each other 
Charley began before World War 
II when an employee sent a thank- 
you letter to Charley Drucker, whose 
job it was to call upon sick employees 
ind cheer them up. Because the letter 
was addressed only to “Charley it 
passed through the hands of scores of 
mployees named Charley before it 
tt to Drucker. Since then, whether 
is (har 


r nam ev or not, you re 


round Western Electric 


Caterpillar Helps Sell 
Math and English 


To insure that employees hired will 
later become good trainees for s iper 
visory and executive Caterpillar 
Tractor Co., Peoria 1, is going to 
start at the very beginning before 
the applicants even apply for jobs 
The idea was based on such funda 
mental questions as: Can American 
high-school students write good Eng 
lish? Do they know enough about the 
world and its problems? Is_ their 
arithmetic accurate? Are they col 
lege-caliber men who could not go to 
college for financial or other reasons? 

Many high-school students who 
know they're not going on to college 
take a dim view of such subjects as 
English and mathematics. Their 
teachers, unable to convince them 
that these basic subjects serve a per- 
son in good stead no matter what he 
does in life, often resort to the atti- 
tude, “Oh, well, he can go into in- 
dustry and work with his hands.” 

However, as Education Director 
Clyde L. Schwyhart states, no in- 
dustry wants a trainee who isn't po- 
tentially a good supervisor, depart- 
ment head, or president. And top men 
must know math. They must be able 
to express themselves clearly either 
in writing or verbally. They must 
have a knowledge of history and ge- 
ography and current affairs 

So, as Caterpillar saw it, the prob- 
lem boiled down to helping the 
teacher “sell” her subject to her stu- 
dents--and to creating in the mind 
of the teacher a favorable attitude to- 
ward industrial apprentice programs 
and the type of young men being 
sought for funneling through those 
programs. The campaign designed 
to attract the attention of teachers 
and, of course, parents and students 

includes some 15 high-school papers 
in a 50-mile radius of Peoria. Five in- 
sertions in each paper, running over a 
period from November to May, are 
plugging the idea that “the man who 
knows gets ahead.’ Total cost of the 
campaign is $2,500 
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Disagree on Problems 
Of Supervisors 


A survey based on identical ques- 
tionnaires, sent to 2,000 executives 
and the same number of supervisors 
covering the subjects both groups 
considered most important for the 
latter, indicates that executives and 
supervisors do not see eye to eye on 
the major supervisory problems to- 
day. The survey was made by the Re- 
search Institute of America, New 
York Citys 

Both areas of management gave a 
high rating to the problem of building 
initiative among the work force. But 
the Research Institute survey also re 
veals that only 65 per cent of those at 
the top level feel their ipervisory 
personnel need guidance 1 how to 
get along with the boss, while among 


aimost & per cent 


supervisors 
they need it 
This is not 


to the Institute because the subordi- 


inex pected according 


ite is more concerned about his re 
ationship with his superior than the 
latter is likely to be 

In addition to these important sub- 
jects, there was significant variation 
between front-line and higher man 
agement as to the importance of four 
other topics 

1. How to give orders. (How do you 
get willingness to execute them? 
This subject was ranked first by top 
management, fifth by supervisors 


2. How to read employees’ minds 


Display Shows Employees How Product Is Used 


Employees of the Waterville Di- 
vision of the Scovill Manufacturing 
Company Waterbury Conn., are 
turning out millions of precision parts 
for the construction of military air- 
craft, but since they do not have an 
opportunity to see the products they 
make in actual use, a special display 
has been prepared by the company to 
provide such information 

This display has been mounted on a 
sandwich board with a wooden base 
mounted on rollers, so that the whole 
exhibit can be easily moved through- 
out the various departments in the 
plant. On the display board are pic- 
tures showing types of planes used in 
the Defense Program —planes which 
are using Scovill-made fasteners 
The photos have been provided 
through the courtesy of Consolidated 
Vultee Aircraft Corp., Fairchild Air- 
craft Div.. Grumman Aircraft Engi- 
neering Corp., and Republic Aviation 
Corp. for the purpose of this display 

In addition to showing employees 
where the fasteners—bolts and screws 

they make are actually used, the 
display provides an opportunity to in 
dicate why such fasteners used 
planes traveling 600 to 700 iniles per 


nour m 
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(The supervisor shou 
eating the 
mounting irritation 


Program Cuts Accidents 
By 65 Per Cent 


employees 


policies, instructions 
This was rated first 
fourth by higher mané , 
Se | on 
3. How to watch 


agement does it \ t ’ nuf irer oO Or aundry 


ripool 


responsible for 
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supervisors pu t event! or ca . . I au ' of 1952 


supervisors do it ir 
ments?) 
third I 
place I ‘ rrespondi period 

1 Business a satety 
program 


company gt 
the add 


nancing 
labor ! 
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Absenteeism Costs $56 Per Employee a Year 


According to a 
ot the cos { t n ni ‘ ‘ r igh te ermit 
ab 


sm hit F t arly 


ecords 


made by the Benson 
Inc Pittsburgh, Pa 
costs employers an ave 


The sur \ red ‘ cost only, : represents only 


$56.02 


employee a year 
249 representative compat i re wages or salar which nothing 
vealed three significar f ! is received in returt Actually, the 
less than 25 per cent ‘ ne ndirect costs may en higher. In 
organizations surveyed mat ! 1 alone, the dir ve ly cost of 
records whatever pk ‘ ) nteeism based 
sences. Second, only f ‘ million employe 

n per year. If indirect costs were 


estimated 
d nearly $3.5 


figure, the ¢ F cost 
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This sandwich-board display, set up on a wooden base with rollers. was de 
signed to show workers where the aircraft fasteners they make are being used 
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Declares Older Workers iy iisiocrt0 atsenwwoom. oo. ROP ceed 
Are More Desirable neve physical efor rot a princ _—Machine Accountants! 
—Controllers! 


Now there is 
A Business Publication 
devoted exclusively 
to Machine Accounting 


the DJunched, 
\ Card ANNUAL 


A presentation of selected 

outstanding machine accounting methods 
now in use in installations 

representing all types 

of business and industry 


THE PUNCHED CARD presents ov 


pages of new tabulating principles 





applications ngenious 


nachines, complex wiring of cor 


informative arucles, dlustra 
other related ideas written by leading author: 
tres in the tabulating held 


THE PUNCHED CARD also includes 
New Escalator Saves authoritative articles on ta 

design, department layout, producuon plan 
ning em 


° 
Time an Energy iatarmesive expichon of guneesh iansnees tron 


manufacturers of tabulating equit en od 


forms, accessory equipmen and related sup 


When t int id office avou pliers are also included 


The Punched Card is the most com- 
prehensive presentation of material 
devoted exclusively to machine 
accounting ever offered. Price $6.00 


Examine “The Punched Card” 
be For 5 Days FREE 


employ Send your name and address today 
clock for FREE five day examination. If after 
this period you are not completely 
sotisfied, merely return it and there 
will be no further obligation. If you 
agree thot it will be of valve, bill will 
be sent to you or your compony, as 
you wish 
ich runs 
Pegg The Punched Card 


ocker rooms 520 Francis Palms Bidg. Detroit 1, Mich. 


floor of the 


Di- 


vton 











New escalator keeps employees mov } 
ing in orderly fashion at Moraine energy-s ing devi Do Your Employees Read 
The Wrong Literature? 


Court Upholds Management’s Right to Control Employee relations executives agree much of 


the literature employees read distorts their 

Ir V of tl fual unior tion proposed vering sucl thinking about business. And literature distrib- 
uted by the poyroll enclosure method is often 
labeled “propagonda.” 

A Solution to the Problem—To meet the prob- 
lem, N.R8.B. is establishing Information Rock 
Centers in plants and commercial establishments 

across the country. Through 
this method employees select 
literature on @ voluntary basis. 
Positive thinking is developed 

The free booklet, How to 
Strengthen Employee Relations 
With Information Rack Centers, 
explains how you may profit 
from this successful progrom 
Send for it todoy 


THE NATIONAL RESEARCH BUREAU, INC. 
421 N. Dearborn Street Chicago 10, Illinois 
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Tew SO EUS ...: BUUIPIMENT 


Your office is the core of your business operations. The right equipment can increase the out- 


put of your present staff; enable them to get special orders, invoices, and shipments out on 








time, and give them a chance to serve your salesmen and customers better. Here are many 


devices for doing things faster, more efficiently. See something you've been looking for? 





Low-Cost Spirit Duplicator 
Offers Easy Operation 
MANY desirable t 


porated into Old 
Copymaker. Eco 
attractive 

well as roller 
Ings assure 10 
Machine has so 
child coul r 
mats, no typ 
plicates on any 
inserting a types 
master in the 
quarter reve 
Wick method «¢ 
itmost fluid ece 





copy or length ¢ 
a simple tur 


isual fe 


Plate-Glass Panel for Light, 
Semi-Private Offices 


} 


No Special Wiring Needed 
With New Inter-Com 


SILENCING ci t 


the Vocatror 
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Electric Typewriter Carbon 
For Multicopy Work 


4 mov atie 


< 


> ¢ 


2 


Steel Stools for 


Every Need 


STURDY stools, built for igged 


wear plus seating comfort, are oft 


fered in a wide variety of models b 
Lyon Metal Products. Having ste« 
or pressed-wood seats, these stools 
ire available in 5 heights and 80 
models, with adjustable steel backs 
if desired. All models have larg 
square seats with rounded corners 
Legs are made of round-edge steel 
band, and taper out to insure against 
tipping. A channel brace at a um 
form distance below seat provides 
comfortable toot rest. All models are 
ol ill-welded non-breakable col 
struction. Lyon Metal Products, Inc 


\urora, Ill 


Duplicator Has Printing 
Press Type Feed 
GEARED for maximu 


xact register, sharply n pr 
p tol 
st Marr model w int cards, et! 
opes, light and heavier stocks, mis 


t sheets, folded sheets, and most 


2,000 sheets an hour, the new 


stocks considered in possible i other 


machines. Feeding sheets in the mar 
er of a printing press, with conveyor 
belts carrying paper stock to a side 
ruide and registering it as it travels 
toward the printing cylinder, Marr's 
20th Century model has other eas) 
positioning adjustments that enebl 
sccurate register. This feature makes 
for multi-color printing and mimeo 
graphing on pre-printed forms far 
beyond the scope of ordinary mimeo- 
graphing. Positive single-sheet feed 
non-stop loading, automatic count- 
ing, variable speed from 65 to 200 
prints per minute are other features 
Machine and soundproofed cabinet 
are finished in gray hammertone. The 
Kotula Co., 400 Madison Ave., New 


York 17, N.Y 
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New Collator Speeds 
Tiresome Task 
COLLAPSIBLE gathering 


ing offered 


worker 
3.500 
This 


Automatic Composing Machine 
Makes Perfect Masters 


Open Posting File for 
Visible Record Control 
IDEAL |! either hand or 


I 
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Rent This 
y The 
Hour 

I 


STATISTICAL | 
DEPT. 


f 
| 


Pay only for 
what you get! 


High-speed, modern punched 


card accounting machines 


certainly are_ time-savers 


but 


perhaps you cannot justify 


their full-time use! 


In that case, why not discuss 
your problems with us? You 
pay us only on the basis of 
actual time used—and you 
are assured that your reports 
time 


will be prepared on 


This suggestion may save 
you thousands of dollars 


as it has for others 


Why not 


now? 


RECORDING & STATISTICAL 
CORPORATION 


CHICAGO @ BOSTON eo DETROIT 
MONTREAL @ TORONTO 


100 Sixth Ave. New York i3, W. Y. 


investigate 





nsiness VPS 


The following literature is of special 
interest to executives active in busi 
ness management. It is current, and 
requests for this literature received 
several months after date of this 
issue may find supplies of the various 


booklets are completely exhausted 





NNED PUNCHEI 


Another 


tir systems 
punched-card 
itten and printed 
larK freen Ink 
and graphi- 
from tabulating 


methods 


als 
KINng 
printed in 
on coiors al 
is roll ieng 

ise with 


‘oO. 8 sent 


concerns 


724. SOUND IDEAS FOR BUSI 
NESS AND INDUSTRY WITH 
SCOTCH SOUND RECORDING 
rAPI This easy-to-read booklet ar 
wers just about ( or 


ve about 


1001 
recorded “storecas 
customers about 
typical of the 
problems offere 
quietness 

prod ict? 
customers dramatu 

product Is qui 

tape recordings showing exact! 

your product sounds in comparison 
with the competition. Also included is 
a chapter on how to edit tape, and the 
virtues of tape over di 


725 FORMS CONTROI 


(2 
written, fast-moving bookl« 
in brown and green 

vr, this bookle 

forms spoil the 


heading 


AN Bi 





727. ENCYCLOPEDIA OF BUSI- 
NESS FORMS. Two remarkably The Longer You Own It 


complete reference booklets on busi- 
ness forms are being offered by Uarco } 
Volume 2 covers forms for purchas- The Better You Like It 
ing, and contains data on purchas« 
requisitions, request for quotations 
purchase orders, purchase order 
changes, receiving reports, purchased 
material inspection reports, and re- 
turn material orders. Each type of 
form is analyzed as to why it is used 
who uses it, distribution of copies 
and details of design. Numerous illus 
trations point up the copy and make 
for easy understanding. Its compan- 
ion piece, Volume 3, covers forms for 
production: The production § order 
stock withdrawal order, stores requi- 
sition, material credit, tool work or- 
der, tool check system, intraplant 
material transfer, interplant transfer 
rejection report (work in process) 
operator's daily report of time and 
production, move order, scrap ticket, 
nan outside work order. These book- a Steel Age Desk grows with each 
ets will be made available to execu- 

passing year. For every detail of this 


tives of business firms requesting 
q & sturdy modern desk is crafted for superb 
them on company stationery 


comfort and efficiency . . . to serve you . ng 
. faithfully for a lifetime. Every Steel Age - My 
Desk is made of the finest materials eel e 
..» by craftsmen who cherish pride-of- Syeel 
— 


work above all else. We have never 

compromised with quality. @ A desk like Corry-Jomestown Mfg. Corp. 
this is worth seeing at your c Po 

Steel Age Dealer's now erry. ' 


The pride and enjoyment of owning 


Requests for these booklets may be 
sent direct to the companies listed. 


Remington Rand Ine. 315 
Fourth Ave., New York 10 
nm. 

Simpla Research and Mfg. Co 
Inc. 427 Fourth Ave New 
York 16, N. Y 


Public Affairs Committee, Inc otis sone eA KEEN JUDGES OF WOOD QUALITY 


22 E. 38th St., New York 16 Kansos City, Mo 
N. ¥ Installation of 116 Jock 
son Bests by Caamer 
Sete pe Office Equipment Ona 


Labelon Tape Co., Inc., 450 At- Co., Konsos City 
lantic <Ave., Rochester 


uM. z 


, Small wonder that Jackson “Office plan your office layout for peak ef- 
Minnesota Mining & Mfg. Co Master" Desks — rich in the natural ficiency. Count on your capable Jack- 
900 Fauquier St., St. Paul 6 beauty and warmth of fine native son Desk dealer to help you. 
Minn woods — were the exclusive choice 
QO. Couvillon, Printing Stand- of this major producer of timber ond senno NOW FOR YOUF 
ards Department, Esso : 
lumber. You too will favor the smart, FREE GUIDE TO LOWER OFFICE COSTS 


Standard Oil Co. Baton ‘ 
Rouge, La clean-lined appecrance of Jackson 9% "ome of your Jackson Desk 
dealer. Write Dept. A-2. 


The National Research Bureau Mastercrafted desks . . . they live up 
Inc., 415 N. Dearborn St., to their good looks in every way 
Chicago 10, Ill There's no better time than now to wy . 


Uarco Incorporated, Sales De- 
velopment Dept, i W. | JASPER OFFICE FURNITURE CO. 


Jackson Blvd., Chicago 4, Ill ea 506 &. fees es & a. uv “ee 
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LOW COST! 


LOOSE LEAF BINDING 


@ Easy to do in your own office 
© Permanent — self-locking 
posts 
* Strong metal hinges, 
Masonite covers 
stack neatly, 


STOCK SIZES STORAGE BINDERS 


TO FIT THESE SHEETS 
8% 8% 486% 94412 | Liberty Binders ore cho 
Byatt a 


: . 8% Bale i made to order to fit ony 


y size sheet deswed. 


PYenltY% Vin 


WRITE FOR COMPLETE CATALOG AND 
NAME OF YOUR NEAREST DEALER 


BANKERS BOX COMPANY 
Record Retention Specialists Since 1918 
720 S. Dearborn St. * Chicago 5, Ill. 


we SHRED ALL 


WASTE PAPER SHREDDER 


newspapers 


magazines 

i phane, corru 
wax paper, etc., into uniform 
s jeal for packing pur 
ily adapted t 


tissue ell 


shredding 
rds, blueprints, et per 

{ this high-grade paper 
nomicul, sale reels parts 


Instantly . o »” to 


trouble-free 


FREE TRIAL 
Operate a SHRED ALL 30 days. if 
not satisfied —return—owe nothing. 


UNIVERSAL SHREDDER COMPANY 
SAGINAW, MICHIGAN 








xation com 
i Association ol 
1uthors were said 


mpar 


iy ally in 
t 


fer 


from di 
is [rom all 


ind economic 


P PROPLE. By Dr. Donald 
ind Eleanor C. Laird. The 
ability ip people correctly is 
i precious asset which has counted 
) more executive success stories than 
isiness acumen. Here is a book that 


lp to dispel prejudices, give 
1 a better basis for judging people 
rating them, and putting 
they'll do 


themselves and the company the most 


testing 

them positions where 

rood. It reads as easily as an articl 
1 popular magazine, too even in 

most scientific and technical spots 

» MeGraw-Hill Book Company 
330 W. 42nd St., New York 36 
j pa ;. $3.75 


«4 I ‘ 


EXECUTIVE COURSE IN PROFIT 
ABLI SUSINESS MANAGEMENT 
Edited by J. K. I 

24 bound volumes, this work 
answer about any question 
might come in nection 

with a vol 

on “How to Find the Right Form 

Your Business which concerns 

corporations, partnerships 


for setting up a bus 


organ 
ivolding 

finding the best loca- 

discussions on 


eCMploy ce 


lations, taxes 


iSC4 A. Hamilton Chu Roy A 
Foulke; Marion Harper, 5 John J 
N if I i a Mr I Asser niry 


This is an excellent reference work 


self 


or businessmen, and it should be 
helpful to executives who are strong 
on some 
ment but weak on others. While the 


phases of business manag 
olumes do not go into great detail 
they appear to « subjects 
thoroughly. Each of volumes 


necessarily contains ngthy con 


er ag i vell 3 i ri 
nts page is V ] brief bio 


raphical s h about the contribu 


tors to the course. The entire cours 
vers almost 1,000 pages, although 
he volumes vary in si considerably 
For example, Section 4, telling “How 
to Avoid the Risks in’ Business co 
ers only t but Section 19 
How to B susiness Insurance 
overs 87 

rhe various authors have 
lected for their 
particular phase of business they dis 
Editor 
known as a practicing CPA, a partner 
in a New York accounting firm, and 
author and iecturer on taxes. 1952 
McGraw-Hill Book Company, Inc 
330 W. 42nd St., New York 36, N. Y 


$43.50 


Know lé 


cuss, while Lasser is well 


SUCCESSFUL EMPLOYEE BENE 
FIT PLANS. Compiled by the edito- 
rial staff of Prentice-Hall, Inc. The 
book gives information on problems 
faced by a company in choosing be- 
tween the various employee benefit 
benefits that offer 
including group insurance 
plans; (2) benefits that increase em 
incomes, including various 
“Ss Of immediate benefit profit- 
stock plans, and 
suggestion systems; (3) educational 
and self-improvement programs, food 
services, recreation, and similar em- 
ployee services. It provides the detail 


plans. Covers (1 


security 


ployves 


t\ 


sharing systems 


necessary for an employer to evaluat: 
2 plan and its usefulness in his own 
company. 1952. Prentice-Hall, Inc. 70 
Fifth Ave New York 11, N. Y. 561 
pages. 38.85 

UNIONS AND TELEPHONES. By 
Jack Barbash, with the assistance of 
Kate Barbash. The growth of union 
telephone 
subject of this book, starting with the 
beginnings in the late 1890's on down 
to the 


ism in the industry is the 


present. There is also a bio 
graphical section on the leaders of the 
telephone union. Harper & Brothers 
19 E. 33rd Street, New York 16 
N. Y. 233 pages. $2.50 
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WHERE TO BUY IT carotid SERVICES and SUPPLIES 


SALARIED POSTTIONS 
$3,500 te $35,000 


Business Forms a allies ie eaketnee a 2 anes Steel Guide Tabs 


4 a 


SAVE UP TO 40% —OF YOUR to "your personal requirements Ident Are Your Guide Tabs 
: BROKI 














BUSINESS FORMS PRINTING COSTS for particulars. R. W. BIXBY 


“ihe C&GPLAN “* 


Write for full details todoy! 





Cullom & Ghertner Co... Business Forms ee ee ee 








Large openings 


insertable tabets 
a dian 2 Sizes + : 
Sold by best stationers 
IMERICAN BUSINESS” 
Taking Ir 

teen Cmene ; Sieciiedl Send f Catalog Samples ) or leas) 2 cents each 

THE COUNTING HOUSE 1 

hiens e, Wiscons t 


CHAS. C. SMITH, Mfr., Box 667, Exe er, Nebr 
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N spite of the political roller coaster we seem 

to be riding, business sentiment is better 
This is one election business seems sure to win 

we will get rid of Truman. At any rate, we 
hear less talk about business going to hell, and 
businessmen are making plans for four more 
vears of good business. They don't brush off 
the danger of shooting in’ Kurope, but they 
are planning the other way. To be sure, there 
are those who complain that business is lousy. 
A friend in textiles said we can stop wonder- 
He says it 


ing when the recession will come. 


is here now. Others are pessimistic about the 
steel situation, And, as always, there are the 
yripers who sit around and hope something 
will happen, instead of stepping out and mak- 


ing it happen. There are always a few fly 
specks on the picture. Even though business 
is hot actually better, sentiment ts decidedly 
hetter. Stepped-up defense spending, easing 
of controls, reduced inventories, easier credit, 
and high personal incomes-—now running at 
the rate of $260 billion annually-——-are a few 
of the factors pushing the sagging business 
curve upward. Of course, high taxes are giv- 
ing businessmen a bad time, but they have not 
adversely affected plant expansion, moderni- 
zation of equipment, or strengthening the or- 
yiainiziation so far as personnel Is concerned, 
Dividends, too, are being continued in most in- 
stances, which would indicate business regards 
the squeeze on profits as a headache that will 
pass. At any rate, most financial services now 
predict that corporate protits for 1952 will be 
within 10 per cent of what they were last vear 
and that wasn't too bad! 


What Age Retirement? 


According to the American Economie Society, 
only 22 per cent of those on Social Security 
retire when they reach 65. The rest keep on 
working. So it is not surprising that UAW 
CIO's new Retired Workers Organization 
wants compulsory retirement outlawed. And 
it is supported by the man on the street who 
says. “If the guy wants to work, let him work.’ 
But is it that simple’ We can well remember 
in Washington at the time the Old Age and 
Survivors Benefit Act was before Congress, 
hearing Sidney Hillman argue, with consider- 
able effect, that it would help to end unemploy- 


60 


ment, which was then a serious problem. Not 
only must we have a 30-hour week, said Mr. 
Hillman, but as industry became more and 
more mechanized, we also needed to shorten 
the number of years a person worked. Univer- 
sal military service would require him to start 
working later; Social Security would require 
him to retire sooner. Employers, concerned 
with oldsters becoming “frozen” in their jobs 
because of seniority and desirous of feeding 
younger and more vigorous workers into key 
jobs, liked the idea. Now they are not so sure, 
Good workers are hard to get. Perhaps man- 
datory retirement at 65 is going too far. But 
so is the proposal to let the worker decide when 
he wants to retire. A business cannot risk hard- 
ening of the arteries. There must be a firm 
policy aimed at making room for younger men 
in the organization. 


On Being Reminded 

The other night on TV an elderly character, 
upon being invited to meet the world’s most 
beautiful women in rather abbreviated swim- 
suits, cracked that just because there was snow 
on the roof, it didn’t follow there was no fire 
in the house. This bit of corn probably wowed 
the Boys in Blue during the War Between the 
States. But it is doubtful if the joke got as 
good a hand 50 years ago as it got that night. 
Which simply proves the old saying, “The 
world needs not so much to be informed, as 
to be reminded.” This is especially true in pre- 
paring “educational” messages for salesmen. 
If you want to make sure that no salesman 
will read the bulletins you send him, just get 
it into your shapely head that you are going 
to “educate” him. He doesn’t want to be edu- 
cated. He doesn’t want to take a “course.” He 
doesn’t even want to be told what to do and 
what not to do—except very young salesmen 
anxious to learn all they can about this busi- 
ness of selling. But salesmen old and young 
like to be reminded of things forgotten. In 
the first instance, we make the man feel we 
think he is on the dumb side. In the second 
case, we recognize his skill and sales ability, 
but assume that in the hustle and bustle of 
doing the “nany things a salesman has to do 
each day, he probably forgot some of the 
basic, fundamental principles..J. C. A. 
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Who blew the whistle on the Kighting Illini? 


Champaign-Urbana used to be bent to the breaking 
point by angry alumni who didn’t get the football tickets 
they wanted. Now complaints have been reduced to a 
minimum 

Problem was to allot available tickets fairly. The exist- 
ing system of copying information from order cards 
onto unit cards for each game threw Illinois for a loss 
It took many long hours. There were errors in filing and 
in transcribing. Names and addresses had to be checked 
against original orders when the tickets were mailed out 


McBee had the answer for Illinois... and for schools 
like Northwestern, Purdue, SouthernCalifornia, Toronto. 


A McBee Keysort card, the same kind of card used by 
concerns in every field of business, now serves as the 


order card for football tickets. Since the Keysort card is 
the original record and is retained throughout the allot- 
ting procedure, copying errors are eliminated, time saved 
Universities, banks, hospitals and thousands of indus- 
trial firms are using Keysort cards and machines to 
produce complete, accurate, timely reports. Without 
costly installations or special personnel, Keysort pro- 
vides useful management controls at less cost than any 
other system 

That's why McBee sales have multiplied tenfold in just 
a few short years 

The McBee representative near you is prepared to ad 
vise you frankly whether or not McBee can help you 
Ask him to drop in. Or write us 


~ THE McBEE 
COMPANY 


Sole Manufacturer of Keysort— 

The Marginally Punched Card 

295 Madison Ave., New York 17. 
Offices in principal citie 


The McBee Company, Limited 
11 Bermondsey Road, Toronto 13 





AMERICAN BUSINESS 
ACCLAIMS THE NEW 
APECO AUTO-STAT 


In Industry 


Mr. G. H. Reimers, 


“Scores of times daily in our pro- 
motion of P—-A— X business tele- 
phone systems, we must make 
copies of orders, letters and other 
documents for our branch offices 
Apeco Auto-Stat does this for us, 
in seconds; saves time and avoids 
transcribing errors.” 


In Insurance A 
Mr. Leo B. Menner, ay. IN 
executive vice-president A 2 
Stewart-Smith, Inc. ae 


“Since the installation of the 
Apeco Auto-Stat machine in our 
office, we have experienced an in 
crease in efficiency due to its op 
eration. We have found that the 
Auto-Stat is economical to oper- 
ate and are pleased to say that 
the results achieved are highly 
satisfactory.” 


In Transportation 
Mr. W. Stanhaus, 

executive vice-president, 
Spector Motor Service, Inc. 


“We are constantly looking for 
means to increase the speed of our 
service. To do this, we must have 
fast, accurate handling of our 
paper work. We are happy that in 
the Apeco Auto-Stat we at last 
found an easy quick method of 
making photocopies of the many 
paper forms demanded in the 
trucking business.”’ 


In Law 
Mr. Erwin S. Baskes, 


on leselle Se mL, 


“Since we have had a new Apeco 
Auto-Stat, confidential papers 
never need to leave my office for 
photocopying. My secretary now 
quickly makes all the legally ac- 
ceptable photocopies we need right 
at her own desk. We have found 
the Auto-Stat to be one of our wis- 
est money-saving investments.”’ 


NEW office copying discovery... 


Revolutionary new 


APECO 


7 tots Mat 


New, low-cost machine makes photo-exact 
copies direct from original letters, forms, 
bids, contracts, invoices, reports, blueprints. 
Here is the first major advancement in office copying 
in the last 15 years. Can save you up to 80% on your 
copying jobs! Eliminate costly retyping, hand copy- 
ing, checking or sending outside for expensive copy- 
ing service. The Auto-Stat is the first low-cost machine 
that makes error-proof, legally-accepted, black-and- 
white photo-like copies—WITHOUT SLOW, MESSY 
DEVELOPING, FIXING, WASHING OR DRYING. It's 
fast—only 2 simple steps instead of 12 required by 
old methods. Makes prints instantly from any originals 
up to 11 x 17 inches—whether printed on one or two 
sides. Requires no dark room—and any inexperi- 
enced clerk can operate it! 





So low cost! So compact! 


Fits on the corner of a desk or table and is priced 
within the budget of even the smallest firm. It's 
portable —just plug in any outlet—and the Auto-Stat 
is ready for instant operation. 


HAVE YOU READ THIS NEW BOOK? 


Be 


copy method. 


Finished 
Copies Feed 


> 5° ! 
< Easy: 


a 
- 


COPIES PEEL APART! 


Copies feed out automati 
cally then you just peel 
copies apart; thats oll there 
is to it. All Electric! Fully 
automatic! 

No developing 

No washing 

No fixing 

No drying 

No trays 

No dark room 


it’s FREE! 


Here is a really informative, worthwhile, factual report on 
an important new copying development 
booklet pictures and tells complete Auto-Stat story — 
shows how you can use this revolutionary new photo- 


New 12 page 


} American Photocopy Equipment Co 
12851 North Clark Street, Chicago 14, II! 


1 Please Rush me 
tof your new book on Auto-Stot 


without obligation — FREE copy 
with full details 


Von this new photocopy method 


business methods experts! 


! Nome. 

tin re as 
PV tS a0 t,o Rok ek Be Address 
EQUIPMENT COMPANY 





